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INTRODUCTION 


This book may be the first of its kind—a collaborative effort between an experienced grantwriter and an 
experienced grantmaker developed to provide views, tips, and information from both sides of the grant- 
seeking experience. 

From it, you will learn the difference between what we call reactive and proactive grantseeking; in the former 
case, responding to requests for proposals; in the latter, actively searching for matches between potential funders 
and nonprofit applicants. You'll learn who makes grants and how, where to find funding opportunities, and how 
to design and complete the grantwriting process through both of these approaches. 

‘We show you the five core components of grant proposals: an abstract, statement of problem, project descrip- 
tion, evaluation plan, and budget narrative, and you'll learn the intricacies of developing each one. In addition, 
we point out a dozen or more other components you may encounter in your grantsecking and provide samples 
and tips for developing your response. 

Because we believe thar all good writing is grounded in a deep understanding of one’s audience, we share with 
you the funder's view throughout the book: What makes grants compelling to funders? What are their red flags 
and non-negotiable issues? How do they make decisions, and how do you develop professional relationships 
with funders? 

We have included more than twenty samples demonstrating every form of writing a grantwriter may be 
asked to compose: grant proposals, preproposals, concept papers, letters of inquiry, interagency agreements, 


support letters, media releases, and progress reports. Two entire chapters are dedicated to annotated sample 
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proposals, one illustrating different types of grant requests and a second showcasing writing for different types 
of nonprofit organizations. 
Finally, we share important lessons on what to do when you are funded and what to do when you are not. 
The closing chapter discusses grantwriting as a career. We leave it to you to choose your path: write grants as a 
concerned volunteer, as a consultant, as an executive director, as a fundraiser, or as a project manager. However 


you use what you've learned, you will be writing grants like a professional. 


Grantwi 


ing and Fundraising: Making the Distinction 

People who write grants, especially if they are employees of a nonprofit organization, often 
have several jab duties, including fundraising. While grantwriting and fundraising are com- 
plementary, they are very different processes, and they are about very different relation- 
ships. A grantwriter seeks grantmaking prospects that will be a good fit for an organization 
and the work it is doing. Successful grants become contractual work through which the 
grantee may build a relationship with the grantor. Similarly, a good grantwriter may gain 
respect from the grantor on the basis of his or her grantwriting expertise and the organiza- 
tion's performance on the contract. Itis a “left brain,” or business-type relationship. 

A fundraiser seeks prospects who will become donors (these prospects could include 
grantmakers). A fundraiser often develops “right brain,” or more informal, relationships 
with potential donors. At their best, fundraisers engage donors by helping them experience 
the power of philanthropy through the nonprofit organization and the work thatit does. While 
data are not unimportant, building strong relationships with these donors is far less contrac- 
tual and far more iterative than building relationships developed through a grant. 

In this book, we have separated the roles of grantwriter and fundraiser to focus on the 
specific skills and expertise needed for writing successful grants. The amount of fundrais- 
ing resources and classes dwarfs the resources for grantwriters, which is why we have 


chosen to focus on grantwriting here. 


CHAPTER I 


GRANTMAKERS AND GRANTSEEKERS 


What Is a Grant? 

In general, a grant is funding provided by a charitable-giving foundation, public charity, or government agency 
to a nonprofit organization that enables the nonprofit organization to perform specified activities for the 
common good. Grants may also be made by corporate giving programs or nonprofit intermediaries, which pass 


through funding from another source. 


What Is a Grant Proposal? 
‘A grant proposal is a narrative description of the work that a nonprofit organization plans to undertake to fulfill 
both its own and the grantmaker’s goals, The proposal includes, at minimum, a description of the problem to 
be addressed, a detailed plan for addressing the problem, what it will cost, and what results the grantmaker can 
expect from the proposed project or initiative. 

After the proposal is accepted by the grantmaker and a grant award is made, the grant proposal forms the basis 
for a legally binding contract between grantmaker and grant recipient. By signing the contract, the recipient 
(grantee) agrees to perform mutually agreed-on plans of work and to report its progress toward fulfilling the 


terms of the grant and achieving the goals set forth in its grant proposal. 


Who Qualifies for Grants? 


Most grants are made to nonprofit 501(c)(3) organizations: designated public charities made exempt from fed- 


eral income tax under IRS Code Section 501(c)(3). Nonprofit 501 (c)(3) organizations include such institutions 
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as schools, hospitals/clinics, religious organizations, homeless shelters and services, social service agencies, arts/ 


cultural organizations, universities, and many others. To maintain its 501(c)(3) status, a public charity must pass 
a public support test showing that it receives its financial support from a broad segment of the general public. 
Therefore, a nonprofit organization should not seek most of its funding from one source. If it does so success- 


fully it could forfeit, or “tip,” its nonprofit status, making it ineligible for any other charitable gifts. 


Private foundations are restricted by law to fund only public charities and some government agencies, such as 
police and fire departments, unless they follow a lengthy and complicated process called “expenditure responsi- 
bility.” Community foundations and government agencies may fund a non-501(c)(3) organization if the grant 
is for a charitable purpose such as relief of poverty, advancement of education or religion, promotion of health, 


government or municipal use, or another purpose that would be beneficial to the community. 


Grants to individuals are rare except in the case of scholarships and instances such as commissions for artworks, 


translations, or scientific research. (There are many resources on the specialized topic of grants to individuals; 


they are not covered in this book.) 


Who Writes Grants? 


Most often, grant proposals are written by the director or other staff member of the applying nonprofit orga- 
nization. Individuals who work in development or fundraising often are expected to have grantwriting skills. 
There are also professional grantwriters who write grants for a fee, which is paid by the nonprofit organization. 

‘The job of a grantwriter may or may not be limited to the actual writing of a grant proposal. ‘The level of 
involyement varies based on the individual grantwriter’s level of skill and knowledge, the position the grant- 


writer has within the applicant organization, and the type of approach used in grantseeking. 


A Decade of Change 
Inthe last decade, grantwriting has become more of a specialized profession. Today, there 


are professional associations of grantwriters, formal training and certification programs, 


and, in many states, registration and licensing requirements for grantwriting consultants. 
Grantwriting has grown both easier and more difficult. Several innovations have stream- 


lined the grant search and application process. 


* The federal government has launched a notification service that makes requests for proposals 
from all federal departments available to any person who signs up for the service. 
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¢ The federal government and many foundations have established electronic submission forms 
and processes. You can submit a proposal (and often a report of progress) without shipping or 
hand delivering. 


* Search engines help grantseekers find funding sources with the use of just a few key words. 


+ Grantwriters once had to send letters or call to learn more about funders or to request guidelines 
and annual reports; today, most grantmakers post this information on their websites where it is 
easily accessible. 


What's more difficult? Philanthropy in general has become far more sophisticated than 
it once was. Today, grant proposals must focus strongly on outcomes and evaluation. 
Progress reports require data to support detailed explanations about what the grantee 
has accomplished with grant funds. At one time, any decent writer could write a grant 
proposal; today, successful grantseeking requires more than writing skills alone. Now, a 
good grantwriter must also be a good strategic planner, an analytical reader, a master of 
basic accounting principles, and a perpetual student of the field. 

The economy has also made grantseeking more difficult. Because foundations grow 
their corpuses through investments, when the stock market declines, so do the funds they 
have for grantmaking. When the government heavily allocates resources to a specific effort, 
such as prolonged military action, domestic programs and organizations can struggle to 
find a funding opportunity. Ironically, over the past decade, nonprofit organizations have 
seen the need for their services grow, while grant revenues that might once have funded 
expansion have become more and more scarce. More than ever before, nonprofit organiza- 
tions are relying on good grantwriters to help them continue to provide services to those 


in need. 


What Do Grants Fund? 
Grantseeking is a form of fundraising in which money is requested for a defined purpose and a specified time 
period. Most grants fund programs, projects, or research developed by the nonprofit organization to respond to 


a specific problem or need. Other relatively common types of grants include: 
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* Capital: A grant for a building, equipment, renovation, or construction. 


General Operating: An unrestricted grant for the everyday operations of the applicant organiza- 
tion, This type of grant allows the grantee to determine how it can best allocate the funding within 
its budger. 


* Technical Assistance: A grant made to strengthen the nonprofit organization's staff development, 


infrastructure, or other function that needs improvement. 


* Endowment: A grant that is to be invested in perpetuity so that the nonprofit can draw earnings from 


the fund to support its defined purpose. 


* Demonstration: A grant made to develop an innovative project or program that, if successful, will 
serve as a model for others’ replication. 


Start-Up: A grant to cover the costs of starting a new project or organization; start-up grants are also 
called “seed grants.” 


+ Exploratory/Planning: A grant that enables an organization to flesh out a good idea, develop a stron- 


ger project and project implementation plan, or test a theory or plan of action. 


* Qualifying Suppo! 


* Challenge: A grant made to stimulate 


ng from other sources; the donor releases 


funds only after the grantee has met the challenge (usually a specific amount of money 
to be raised) outlined in the grant agreement. 


* Matching: Funds thar correspond to those of other donors; e.g., funds will match 


two-to-one those of other donors within a specified time frame. 


* Program-Related Investment (PRI): A loan or other long-term investment (as distinguished from a 


grant) made by a foundation to another organization for a project related to the foundation's interests. 


Two Approaches to Grantseeking 

There are two primary approaches to grantseeking: reactive and proactive, Reactive grants are those developed 
in response to a request for proposals (REP). Reactive grant proposals are much like bids for a job and require 
grantwriters with strong analytical reading and good writing skills. Proactive grants are those that involve iden- 
tifying appropriate funding sources to support a specific nonprofit organization, program, or problem-solving 


initiative. Approaching grantsceking proactively requires a well-planned strategy and an overall knowledge of 


potential donor sources and their interests and motivations for funding. 


CHAPTER 2 


REACTIVE GRANTSEEKING 


What Is Reactive Grantseeking? 


Reactive grant proposals reflect the common bidding practice used throughout the business and government 
sectors. When a large manufacturing company, for example, looks for a parts supplier, it often develops a 
request for bids or proposals (REP) outlining what it is looking for in terms of product, delivery, quality, and 
reliability. Supply companies then bid on the project by responding in writing with a proposal for how they will 
manufacture and deliver the part, what it will cost to do so, and what their qualifications are for both providing 
the part and doing it better than anyone else. Similarly, when a city government decides to construct a public 
project, it too seeks bids or proposals, first from engineers and later from construction companies. 

In the case of what we call reactive grants, a grantmaker chooses an issue or problem, determines the way in 


which it wishes to address the issue, then releases an REP to solicit proposals for carrying out the work. Reactive 


grantseeking, then, centers on identifying REP opportunities and writing a proposal in response to the invita- 


tion from the funder—“reacting” to the RFP. 


Who Makes Grants via RFP? 

Government RFPs 

Within its departments, the federal government determines priorities for domestic programs it wants to launch. 
‘The departments publish these programs in the Federal Register or Catalog of Federal Domestic Assistance 
(CEDA) in anticipation of allocated funding in the annual budget. Barring unforeseen budget constraints, the 


projects are allocated funding and a formal RFP is released by the federal department. 
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State governments also have priority projects that are funded through a competitive RFP process. The 
funding level and the number of programs funded vary with the budget allocation for the program and 
the availability of funds over and above those needed to operate the state budget. State RFPs may or may 
not be published bur are often available on websites of the state departments or are mailed to potential 


applicants identified by the department. 


Foundation RFPs 

On occasion, some foundations, most often those with a national or international focus, may release an REP 
when they launch a special program to notify eligible organizations of the opportunity. Few foundations use 
the REP process exclusively; many do not use it at all. When they do, they often implement a two-step process. 
Interested applicants first write a preproposal, which the foundation uses to narrow the field of funding candi- 
dates, Based on the preproposal, the foundation then invites selected organizations to submit a final proposal 


on which the grant determinations are made. 


Regranting RFPs 


REPs are also often issued for a process called regranting. Regranting results when a foundation, public charity: 


or smaller unit of government receives a larger grant on the condition that a portion of the grant be offered 
through an REP process to other (usually locally based) nonprofit organizations. 


For instance, a community foundation might receive special funds earmarked for a specific effort and issue an 


REP to local organizations that it believes might be interested in developing and proposing a relevant project. 


This occurred when, in some states, the funds from the tobacco settlement judgment were distributed to com- 
munity foundations to regrant to local organizations that offered educational or smoking cessation programs. 
Nonprofit organizations are sometimes called on to regrant funds and to serve as intermediaries between the 
grantor and the organizations that receive portions of the larger grant. Recently, for instance, the federal govern- 
ment emphasized creating more opportunities for small faith-based and community organizations (FBCOs) 
to receive grants. The problem, however, was that most small FBCOs did not have the capacity to administer 
federal grants and report on their outcomes. ‘The structure for solving this problem called for the larger non- 


profit organization to apply for a federal grant as a fiscal agent. If it received the federal grant, a designated 


percentage was set aside for regranting, and the intermediary nonprofit issued REPs to local FBCOs. It then 
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administered grant funds and coordinated all reporting regarding outcomes and grant fund spending to the 
federal government. 

Block grants, such as the Community Development Block Grant (CDBG) or the Local Law Enforcement 
Block Grant (LLEBG), are other examples of regranting programs. These grants are made by the federal govern- 
ment to states or cities to enable local improvement initiatives. Although the future of block grants is in question 
on the federal level, to date they have served as a means for local governments to be intermediaries between 


federal grant programs and local organizations that meet priorities for commu 


development. Smaller com- 


muniti 


ss applied directly to the federal or state government for CDBG or LLEBG funding each year, while 


larger cities received an annual allocation to regrant to local nonprofit organizations. 


The first rule of writing is to know your audience. The second rule of writing is to concen- 


trate on what the audience needs to know. 


Winning Reactive Grant Proposals 


The first rule of writing—whether you are writing a report, a grant proposal, or even a letter—is know your 
audience. The second rule of writing builds on the first: concentrate not on what you need or want to say, but 
on what the audience needs to know. In this last case, grantwriters are pretty lucky. The REP will state clearly 
what the audience wants to know and in what order they want to learn about it. 

‘Asa grantwriter, then, it is your primary responsibility to learn all you can about who will be reading and 
judging your proposals. 

When REPs are released by the federal or state government, the resulting proposals are read by peers of those 
who submit, For instance, Department of Education proposals are read by educators; Department of Justice 
proposals by law enforcement personnel. Individuals from around the United States—often former grantees 
from the same program—are recruited to read and score proposals. 

Proposals submitted to foundations are generally read by staff and/or trustees, and, in the case of community 
foundations, some selected community members who are part of a prescreening committee. Intermediary nonprof- 
its often convene a group of interested and objective community members to review proposals for regrant funds. 

‘Asa writer, you need to put yourself in the place of the reader and analyze your proposal from his or her per- 


spective. If you are writing to an educator, you must use vocabulary and concepts familiar to that reader—and 
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use them knowledgeably. If you are writing to a group of local trustees, foundation staff, or community people, 
they often know as well as you do (and sometimes berter) the depth of community problems, the capacity of 
local organizations to address the problems, and what's been tried before. The grantwriter must never talk down 


to this audience. You must know the history of similar efforts in the community, be familiar with the various 


appropriate collaborative organizations, and, if possible, be aware of the different biases among the readers. 


Requests for Proposals (RFPs) 

Where Can I Find Them? 

Government RFPs 

Federal and state governments publish grant programs and RFPs on their websites. Departments within the 
state government may notify their constituents about funding opportunities and direct them to the depart- 
ments web page to learn more. 

Every year the federal government publishes the Federal Register (also called the Catalog of Federal Domestic 
Assistance or CEDA), which contains all potential grant offers for that year. Today, RFPs are also released on the 
federal government's website: www.grants.gov. Anyone can sign up to receive notifications from any or all of the 
federal departments or can visit the website at any time to search for a specific type of grant. 

Ifyou sign up for auromatic notification, an announcement from grants.gov is sent directly to your email box 


and may look like this (the number of RFPs listed varies): 


‘The following grant opportunity postings were made on the Grants.gov 
Find Opportunities service: 

HHS 

Department of Health and Human Services 

Health Resources & Services Administration 

Ryan White Part A HIV Emergency Relief Grant Program 

Modification 3 
hetp://www07.grants.gov/search/search.do?&mode=VIEW &oppld=116193 
EPA 

Environmental Protection Agency 

Fiscal Year 2011 Request for Proposals (REP) for the Environmental Education Sub-Grants Program 
Modification 1 

htep://www07. grants. gov/search/search.do?8&mode=VIEW &oppld=121793 
DHS 

Department of Homeland Security 

Department of Homeland Security - FEMA 

FY 2011 National Special Security Event Grant Program 

Modification 1 
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hup://www07.grants.gov/search/search.do?&mode=VIEW &oppld=125713 
NASA. 

National Aeronautics and Space Adniinistration 

Research Opportunities in Space Biology Grant 
hutp://www07.grants.gov/search/search.do?&mode=VIEW &oppld=125753 

‘0 unsubscribe from this notification 


Please do not respond to this message. This is a post-only mailing. 
service, go to the following URL and then follow the instructions for unsubscribing: 


heep://www07.grants.gov/search/unsubscribedo 


When you want to learn more about the REP, you simply click on the URL link for that grant to take you to 
the full announcement and the application package. Though there are other details, such as due dates and 
CFDA numbers, here are some highlights of what you would find if you selected the first entry, the HHS Ryan 
White Part A HIV Emergency Relief Grant Program. ‘The subsequent web page information shown below 
provides a summary of information about the grant opportunity. If you find your organization is eligible and 
that you have a program that fits the purpose of the RFP, you would use the link at the bottom of the informa- 


tion page to take you to the full grant announcement. 


Funding Opportunity Number: HRSA-12-28 
Opportunity Category: Discretionary 
Funding Instrument Type: Grant 
Category of Funding Activity Health 
Expected Number of Awards: 52 

Estimated Total Program Funding: $751,877,000 
Award Ceiling: 

‘Award Floor: 

Cost Sharing or Matching Requirement:| No 


Eligible Applicants 
+ County governments 
* City or township governments 


+ Others (see text field entitled “Additional Information on Eligibility” for clarification) 


Dest 
Part A of the Ryan White HIV/AIDS Treatment Modernization Act autho 
ce care, access to antiretroviral therapies and other core serves and support services to Eligible 
Metropolitan Areas (EMAs) and Transitional Grant Areas (TGAs). Part A funds may be used to provide a 
continuum of cate for people living with HIV disease who are primarily low income, underserved, uninsured 
and underinsured. The grants fund systems of care to provide 13 core medical services and other additional 
in EMAs and TGAs. Over 66% of the funds available 
ing cases of HIV (non AIDS) and 


s grants for primary 


support services for individuals living with HIV/AID} 
are awarded according to a formula based on the estimated number of i 
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AIDS cases in the EMA/TGA. ‘The remaining funds, less any hold harmless and MAI amounts are awarded as 
discretionary supplemental grants based on the demonstration of additional needs by the EMA/TGA and 


separate competition, 


Link to Full Announcement 
hetps://grants.hrsa.gov/ web External/SFO.asp?1D =E968A587-A 1B4-49B7-8BF9-2AFD963BDE20 


Foundation and Intermediary RFPs 
‘When foundations and intermediary grantors issue an REP, they generally send the announcement to organiza- 
tions they have identified as being eligible. For instance, an intermediary to FBCOs might send the REP to 


several churches in an area, a large foundation might send an REP to mayors of specific cities, and a communi 


foundation might send one to all organizations that have done similar work in the past. They will also frequently 
post the notice on their website to make it available to those who were not notified directly and to provide 
additional information for those who were. If you do not directly receive an RFP, but you hear of it in another 
way, go ahead and explore the grantmaker's website to determine your organization's eligibility. 

Another source of information on foundation RFPs is the Foundation Center (www.foundationcenter.org), 
which provides regular notifications of foundation RFPs through a Listserv. If you sign up, every few weeks 
you will receive an email bulletin of new grant initiatives, foundation REPs, or notifications of open calls 
for programs. 

‘The email first presents a table of contents of the grants announced in that issue, then provides details and a 


web page link to the programs. A sample entry is shown on the next page. 


The Foundation Center 

The Foundation Center’s mission is to strengthen the nonprofit sector by advancing knowledge 
about philanthropy in the United States and globally. The Center maintains the most compre- 
hensive database on United States grantmakers and their grants. As such, itis an important 
reference source for grantwriters. The organization collects and provides access to informa- 
tion on United States foundations and the grantseeking process through its website, print 
and electronic publications, library/learning centers, and a national network of Cooperating 
Collections. It also provides a message board where grantwriters and fundraisers can ask 


and answer specific questions about their work (www.foundationcenter.org). 
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Sample: Foundation Center Email Notice 


The headline brily states the 
foundation name and program 
purpose. 


The deadline for submissions is, 
provided. 


‘Ming for aditona information is 
provided. 


Tis gt oppo epenicaly 
fone he of hee be cop. 
tn 5 headqatere. Geogepic 
‘imitations apply in the case of many 
corpse an fai fundons 
and of al communty fenders. 
See mache gringo nore 
iomstnatat ar, 


“Corporate” Foundation Offers School Fitness and Nutrition Program in Minneapolis-St, Paul 
Deadline: December 15, 2012 


A philanthropic program of Minneapolis-headquartered Corporation, Inc. 
(http://www corporation,com/), the Corporate Foundation’s Fitness and Nutrition program 
supports exemplary school fitness and nutrition programs and encourages new and innovative 
ways to promote physical activity and good nutrition before, during, and after school. FAN 
grants are only available in Minnesota's seven-county metro area. 


A 


Funds are intended to add to, not replace, school funds already set aside for fitness and nutrition 
initiatives. Maximum grant awards are $5,000, and priority will be given to schools that serve 
socio-economically disadvantaged studentsASchools and parent organizations affiliated with 
schools are encouraged to apply ‘i 


The gant avard maximum oF 
range of funds is provided, 


The purpose of grants funds is 
explained in the body of the 
message. 


-t— 


Grants supporting existing fitness or nutrition programs in school are intended to help public and 
private K-12 schools reach the "next level” as they prepare or implement an existing plan to 
serve their students better. For example, a middle school that has removed sugared sodas from its 
beverage machines may want to hire a nutritionist to recommend improvements to the school’s 
lunch and snack program, 


also 


Grants for new and innovative ways to promote physical fitness and nutrition programs w 
be made to schools demonstrating measurable efforts to improve the health of their students. 
Examples include activity fee scholarships for disadvantaged youth and nutritional assessments 
of school cafeterias. 


Visit the Corporate Foundation Web site for specific program information, an application form, 
and/or to review general guidelines that apply to all foundation programs. 


Reading and Analyzing RFPs 


There are several key items to look for in an REP before your organization develops a proposal. These 


items include: 


* Eligibility Criteria: Your organization must be eligible to apply. Eligibility criteria can include a number 
of factors about the organization and/or its target population including geographic area, number of 
people in the community living below poverty level, the annual budget of the applicant, and many more. 
Ifyou are unsure what constitutes an eligible applicant, call and check. For instance, an announcement 
might say that local education associations (LEAs), meaning school districts and intermediate school 
districts (ISDs), and public and private entities are eligible, Be sure that the applicant or target population 
meets the absolute priority for funding; for example, how does the grantmaker define public and private 


entities? Those that do nor fit the eligibility requirements will be disqualified. 


* Project Purpose: Make sure thar the purpose outlined in the REP is something that the nonprofit 
organization has already planned to work on. In other words, don't just go after a grant opportu- 
nity because it’s there and your organization qualifies. It may seem counterintuitive, but if it’s not 
something that matches the mission or objectives of the organization, the eventual costs (monetary, 


human, and reputational), will outweigh any initial benefits to the organization's cash flow. 
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* Deadlin 


describe it in detail. You will need at least two weeks to put together a strong application and gather 


Be sure that there is enough time to design or tweak an existing program model and 


all che necessary supporting materials. This is another strong reason for being sure that the REP 
describes something you already have planned—there is neyer enough time between the release of an 


REP and its application due date to design something entirely from scratch. 


* Number of Grants: If there are going to be only three or four grant awards made nationally, you'll be 
facing stiff competition. Be sure that your program is both responsive to local needs and well planned 


before you submit. 


+ Funding Limits: Do a draft budget of the costs of implementing your project plan to be sure that you 
can deliver the project for less than the amount of the grant or that you know where other funds will 
be found. Be sure to review spending requirements; for instance, some grants mandate that 5 or 10 
percent be allocated to an evaluation, or they may make travel to a national conference a mandatory 
line item. Also, if there is a percentage of the grant award that will be regranted, be sure that the 


applicant organization can administer the fund with the remainder of the award. 


* Match Requirements: Often REPs will contain a match requirement, stating something like, “grant- 


ees must provide a 10 percent match in year one, a 25 percent match in year two, and a 50 percent 


match in year three.” Your organization must, then, have a realistic plan for raising the funds needed 


to leverage a federal grant. You jeopardize more than the current grant and may even incur rare but 


possible legal action if you fail to meet match requirements in a grant. 

To recap, use the REP announcement as a first step to analyze whether your nonprofit qualifies to apply, 
whether directors and staff of the organization understand what the grant program is about, and whether they 
(a) believe that it is something they have been wanting to do anyway, and (b) can agree to the terms as outlined 
in the REP (e.g., that it is their mission and within their capacity to serve as an intermediary grantmaker, 
network coordinator, and curriculum and technical assistance provider). You must also draft a budget with the 


organization to ensure that all the expenses it needs to implement the project (a) are allowable and (b) can be 


accomplished within the grant funding limi 


If the program announcement fits your organization's priorities, download the application package for the 


grant announcement. You will receive forms and additional instructions including page limits and more detail 
about what to include in the narrative, as described in the sample. 

One of the primary skills a good grantwriter brings to the proposal writing process is the abil- 

ity to read the RFP clearly and analytically. This skills closely tied to the grantwriter’s knowl- 

edge and understanding of audience. Inexperienced writers want to tell everything they 


know rather than responding to questions, in order, and in detail. The grantwriter analyzes 


the RFP and identifies what the audience wants to know, then writes relevant responses. 
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The gator has prowded mate 
tions for submitng your proposal 
éectoncally through the govern 
ment *eGrants” system. In this 
case, you may submit a paper 
application instead as lang as you 
meet the deadline forthe Grants 
submission and your narrative 
conforms to the stated length 
limits. 


Sample: Grant Proposal Narrative Instructions 


PART 2. Application Narrative Sections 
Sections 1-8 are text boxes in eGrants. Click on the heading of each one to enter text, or cut and 
L__» paste your text into the box. 


This isan eicellent example of 
why geantseehers need to read 
‘between the lines, Though its not 
stated in the eligibility require- 
iments, the fac that this epot of 
past organizational accomplish 
‘ments is required means that 
the government is looking for 
emperienced hig capacity organ: 
zations, possibly those that have 
‘ened 3 intemal for other 
gant funds 


1, Executive Summary—One double-spaced page, 12 point font, or 2,000 characters. 
Briefly summarize your proposed program. Include the projected number of participants, 
subgrantees (if applicable), service goals, and main activities. 


2. Summary of Accomplishments—One double-spaced page, 12 point font, or 2,000 characters. 
Briefly summatize the accomplishments from prior Learn and Serve and/or other 
+ Corporation program funds you have received. 


3-8. Proposal Narrative—The maximum combined length of sections 3-8 is 41,000 characters 
———> (including spaces) in eGrants, or approximately 20 double-spaced pages with 12 point 
font. 


IMPORTANT: When responding to the below questions, be sure to refer to the guidance 


These page or charecter limits 
are absolute, EGrants wil cutoff 
narrative that exceeds the limits, 
Their staff wil discard paper 
applications that exceed the page 
limits 


provided in the Notice of Funds Availability (NOFA) related to the program for which you are 
applying. The length of responses to each of the narrative sections is up to the individual 
applicant 


3. Three-Year Plan—All applicants must submit a three-year plan that outlines major milestones, 


key tasks, and corresponding dates for the development and management of your proposed 


‘A consortia is two or more 
congniatons that have formed a 
callaboratieto apply for the grant 
with each having specific respon 
sibltes to perform functions of 
the project. 


program. 
Note: Consortia applicants must demonstrate that they have the experience and capacity 
[—— to publicize a grant competition and identify, award, monitor and support high-quality 
subgrantees engaged in meaningful service-learning activities. Consortia applicants 
—» should explicitly address the following points in their three year plan and/or in the 


additional narrative responses below. 


Speaiic points of the three-year 
plan ate listed in 1-9 below. 


1. Overall subgranting and portfolio management strategy and how it will support the 


goals of this grant competition and the priorities of your organization: 


2, Subgranting selection and awards process, including the purpose(s) for each of 


‘Again, reading between the lines, 
you understand thatthe ganar 
ooking fr organizations that te 
experienced intermediaries, 


> your subgrant types (planning, sustaining, leadership, ete.) and rationale for the 
level of funding for each type: 


3, Fiseal/programmatic monitoring and oversight of subgrantees; 


Ifthe grantee intends to soit 
proposals from subgrantees, the 
applicant would describe that 
process here 


4. Strategies for supporting policy development and institutionalization of service- 
learning at state and local levels; 


5. Training and technical assistance (TA) to support subgrantees and others within 


your network. Include how TA will be provided, by whom and when; 


trinstutions change the nitive 
may sustain sel 


6. Data collection and evaluation strategies, including support for subgrantees to use 


required data collection systems and instruments; 


Regantors should also coach 
subgrantees on programs and 
reporting if needed 
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7. Partnership development and maintenance at grantee and subgrantee levels that 
strengthen your network's ability to use service-learning; 


8. Sustainability efforts, including funding diversification and policy development; 
and, 


9. Expansion of service-learning to new institutions/organizations and schools. 


4. Needs and Activities 
Needs: Describe the specific community needs your program will address and how these in Rane 
needs were identified.  < he sours for infomation. 
Strategy: Describe your strategy for meeting those needs and your rationale for that strategy. | 


Description of Activities: Describe your proposed Service-Learning activities and how they ee, 


support your strategy. < and respond to the identified 
need. 


5, Strengthening Communities to Support Service Learning (Consortia grantees may reference 
responses provided in Section 3 above.) 


Community Partnerships: Describe the community partnerships you intend to develop, 
peeereaaaeey a 7 3 ‘Wher wil sence learning take 
including well-defined roles for private schools, and/or faith- and/or community-based hearty 

organizations where appropriate. 


Sustainability: Describe how your program will work to institutionalize Service-Learning at! 


the grantee and, if appropriate, subgrantee levels,,§ << Institutionalizing means to 
F : make ence lesminga pat ohe 
Adult Volunteers: Describe how you will generate additional adult volunteers to support or | Sgunastore mision an means 


help coordinate your efforts. Estimate the number of volunteers you expect to recruit. af operating 


1 
6. Developing Participants i 


School and Community-Based Participants are defined as youth aged 5-17 engaged in service | Mes pee once 
through the program. plan, 


Higher Education Participants are defined as students, faculty, administration or staff of the 
institution, or residents of the community who are engaged in service through the program. 
Support: Describe your plans for involving participants in the program planning as well as 
training, supervising, developing, and recognizing participant efforts. 

Citizenship: Describe your plan to ensure participants in your program develop civic 
responsibility; attaining new levels of citizenship knowledge, skills and attitudes, and 
developing life-long habits of service. 

Disadvantaged Youth: Describe strategies for engaging and/or serving disadvantaged youth 


in your program model. cha ae 
Diversity: Describe how your program will provide opportunities for participants and statement and describe how 
volunteers to serve together with people of different backgrounds (such as ethnicity, race, Hamed dsity can enh all 
religion, socioeconomic status, age and physical ability), § <——— | Papas erprienes 


Number of Participants: Estimate the number of participants you expect to engage in the first 
year of your program. 


J poptcants stout have some 
7. Organizational Capacity sealer ine st 


a. Ability to provide sound program and fiscal oversight; 


b. Experience administering a federal grant; 
c. Qualifications and roles of key staff people responsible for the program: 
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Woe ws, dente for te - : ‘ 
expan vil wt ig the d, Programmatic track record of accomplishment as an organization; 
fant pev to make sure hat 

‘spvemment, nonprofit organizations, 


fal bunting basexe, ad | _-8- Budget/Cost Effectiveness 
cle te oft nt and Explain how your program builds community support for your program at the local, state and 
Se nentgotter te gar [> hational levels. 
pe Describe the other sources of support used by your program and your plans and ability to 
expand this support 
Describe plans for supporting Learn and Serve national identity and publicizing your 
program, 


The Grantwriter’s Role in Responding to RFPs 
Because the grantwriter is the person on the team with the responsibility to thoroughly read and understand 
the requirements and priorities contained in an REP and translate the project accordingly, he or she should also 
participate in the project design, even if the grantwriter is not on the staff of the organization. 

‘The grantwriter is a bridge between the requirements of the grantor and the needs and desires of the potential 


grantee. In the above example, the grantwriter and organization leaders need to discuss the match requirements, the 


need for the applicant organization to have a strong and positive background as an intermediary, and much more. 
‘Together, they may have to identify potential subgrantees so that the writer can describe them accurately and vividly. 
Ics also the grantwriter’s job to gather data that indicate a need for the project or that can help describe a 


problem the organization is attempting to address. If the grantwriter cannot make the case with dara, the team 


should again discuss the merits of proposing the project. 


Following Directions 

RFPs are really directions for developing a grant proposal. You, as the grantwriter, must 
follow those directions exactly. It may be as simple as following the outline provided and 
presenting the information in the order requested in that outline, or the directions may be 
quite detailed, prescribing the font and size type you mustuse, page limits, margin sizes, line 
spacing, type of paper to use, use of bindings or staples, and much more. This is particularly 
critical when it comes to government grants. There are people sitting in government offices 
who measure your margins and look through papers to make sure that not even one line is 
single-spaced when the RFP says to double space. Your grant proposal will go straight to 


their circular file if you have failed to follow the directions. 
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In the last decade, grantmakers have come to prefer electronic submissions over paper 
applications. Many, in fact, now accept electronic grant applications only. Be aware that the 
details, such as length of response on an e-submission, are even more exacting than those for 
a paper submission. ifthe instructions indicate that you should have 300 characters, any char- 
acters over and above 300 (often including spaces) will simply be deleted from your response. 
Being disqualified for a technical error is heartbreaking, but there is a reason beyond 
that for following the directions. Government grant reviewers are given score sheets and 
a stack of proposals to review. If they have to work to find whether you've responded 
adequately to a section of the proposal, they will reduce your score. If they can’t find the 
section because you've putit in the wrong place, they will assume that you missed it. On the 
very rare occasion that a section of a proposal is not applicable to your organization, you 
muststill enter the headline and write “not applicable,” or risk having the reviewers reduce 


your score because they assume that you chose not to respond. 


Preproposal Requirements 

Letters of Intent 

Letters of intent are used for reactive grantseeking. They are sent by potential grantseekers to notify the grant- 
maker that they intend to submit an application. They are different from letters of inquiry (LOIs) described in 


chapter 3. The government agency or foundation requesting a letter of intent is usually 


ing to determine how 
many grant proposals itis likely to receive so it can recruit sufficient numbers of readers or allocate enough staff 
members to review the proposals. A letter of intent is not used to help determine whether or not you are eligible 
to apply or to determine the potential success of your proposal. 

Sometimes letters of intent are mandatory. In these cases, unless your letter of intent arrives by the required 
deadline and your agency's name is added to a list of proposers, your later application will not be read. If you 
haven't decided yet whether you will apply for a grant, send a letter of intent anyway. Sending one does not 
obligate you to apply. 

Letters of intent can and should be very brief. Be sure to include the name of the agency that will be applying, 


as in the following sample: 


REACTIVE GRANTSEEKING 


ABC nonprofit, Anytown, USA, intends to apply for the Learn and Serve grant, Federal 
Register #4861586, due on November 3, 2012. 


Many funders provide a form that you can complete and fax back, such as the sample that follows: 


NOTICE OF INTENT TO APPLY 
FOR 2008-2012 
EVEN START FAMILY LITERACY 
PROGRAM GRANT 


‘ducation staff in 


Submit this form no later than January 1, 2012 to assist State Department of 
determining the number of reviewers that will be necessary. 


Submission of this notice is not a prerequisite for application of grant funds, nor does it obligate 
the organization to submit an application. 


Please mail or fax this form to: 
State Department of Education 

Office of School Excellence 

Early Childhood and Parenting Programs 
P.O. Box 123 

State Capita 
FAX: (123) 5: 


USA 
1234 


Organization: 


Contact Person: 


Phone: 


Fax: 


E-mail 


County(ies) to be Served: 


Responsive Programs 

A responsive program responds to two things: the mission and strategic objectives of the 
nonprofit organization applicant, and the program defined and funded through the RFP. A 
good and ethical grantwriter will not get involved in projects that “chase dollars”; that is, 
those grants that are not clear matches between the needs of the beneficiary population, 


the mission and objectives of the nonprofit applicant, and the requirements of the grantor. 
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Preproposals 
‘When a foundation issues an RFP, it often requires a two-step process for application: a preproposal designed 
to reduce the number of applicants and a final proposal (by invitation to those selected from the preproposals) 
from which the foundation will select its grantees. In the following example, a large foundation that funds 
projects throughout the United States sent RFPs to the mayors and civic leaders of identified midsize cities in 


the United States. The cities that were interested in applying to participate in a project to identify and train 


nontraditional leaders completed a narrative preproposal regarding their history, past or current instances of 
leadership, their vision for leadership in the next century, and their plans for identifying emerging leaders to 
participate in the grant-funded program. The foundation then selected approximately half of the preproposals 


and invited those applicant cities to submit a final proposal for funding. A sample preproposal is shown on the 


next page, 
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Sample: Preproposal 


1. Civic History 

Green River is not unlike other cities in the United States in that, historically, many Herhanngeaiehedh 
decisions about bricks-and-mortar projects and civic initiatives have been made by a small, self: | ors inthe conmny. hat 
appointed circle of wealthy, white downtown businessmen, similar to those described in a 1992 | los was te gantiters 
monograph, "Taking Care of Civic Business,” published by the Family Foundation in Green Spelt! 
River and disseminated by the GG and KK Foundations and PC Trusts. The men who made 
these decisions didn’t ask anyone’s permission; they didn’t ask what anyone thought of theit 
ideas. They simply arrived at consensus (not a difficult task when there were only three or four 
of them, and they had a great deal in common) and set to acting on their plans. 

Green River, however, parts company with other cities in the United States in that, in 
some ways, this mechanism for civic leadership still exists (though no longer to the exclusion of 
other, more inclusive efforts) and is, indeed, thriving. Currently, the nucleus of an organization 
named "Great Action” is three wealthy white businessmen. They were instrumental in 
developing the idea and the funding mechanisms for constructing an arena that opened in 
November 1996 and have just announced that they plan to expand the city’s convention center 
within the next two years. While Great Action did seek community participation and donations 
to the arena project, both of these actions were seeming “after thoughts.” The first meeting open. 
to those outside the circle of decision makers allowed community members to “participate” in 
viewing completed plans of the building and its site. Decyrbapeil apehepity 

This is not to say that the arena is not a welcome addition to the community, Indeed, its] itoutjudgngit, en thoughts 
opening has been extremely successful—city and regional residents are engaged and impressed | sth at de kn 
by the facility and its events, and the project has been a catalyst for increased economic that fall outside the mainstream. 
investment in downtown Green River. But, despite individual donations and investment by city | or the ws! suspects” 
and county governments, to call it a “community” project belies the process by which it was 
conceived, erected, and named. As one member of the committee convened to respond to this 
request for proposals said about the arena and other recent bricks-and-mortar projects, 
"Traditionally. one layer of leadership makes the big decisions; a second layer implements those 


"second layer” of leadership, which, conceptually, includes city and county 

elected/appointed officials, and leaders of area foundations, nonprofit organizations, and some 
businesses, is more inclusive and more responsive to the community at large, though they, too, 
confess to being out of touch with many people in the community, perhaps most particularly with 
people of color. Members of this second layer tend to be more interested in process, "buy- 
and collaboration than the Great Action group. They are also extremely busy. They are, in many 
cases, the convenors of civic initiatives and when they are not, they are nearly always “at the 


table.” While they, like Great Action, also accomplish a great deal, much of their time is ee ees ee 
: 5 ae BE mittee of ec leaders conened 
devoted to developing consensus among diverse constituencies, so progress scems frustratingly | fhiependtthe a? 


slow. ~ 
Using the terms that the Foundation has in its request for proposals, the first layer of 
leadership could be called "marketers": they have an idea that they "sell” to the public. The 


second layer of leadership also markets, but is more entrepreneurial. They see needs in the 
community, develop tentative responses to the needs, and work with others to implement those 
responses. 

A third “layer” of leadership is almost entirely entrepreneurial in that it responds to 
immediate, sometimes critical, needs. Most often these leaders are focused on a specific, 
relatively small section of the city/region and/or on a specific issue of concern. Typically, they 
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In describing “thin-layer lead 
fers" and hidden leaders, the 
trantariter is deseribng those 
who ae likely to patcpate inthe 
leadership development initiative 
offered by the funder. 


are leaders of churches, board members/executive directors of area nonprofit organizations, 
advocates, neighborhood organizers, or members of issue-based task forces. In general, they are 
either directly affected by the decisions made in their groups or are yery close to others who will 


be affected by the decisions and activities the group undertakes. 
‘The importance of inclusive and diverse participation varies across these three levels of 
leadership and among the various groups that comprise the levels. Great Action, for instance, 
makes no apologies for being exclusive—as long as they are successful in accomplishing their 
goals. The second group works extremely hard at composing decision-making bodies that are 
inclusive and diverse—to the extent that their progress is sometimes stalled or stilled while they 
build consensus. The third group develops naturally in that membership is most often, based on 


The RFP requires @ separate 
page of demographic informa: 
ion including the racial/ethnic, 
fender, and age composition of 
the community, its major bus: 
nesses, and the median income 
of residents, 


interest rather than invitation, IF the subject or area is of interest to people of color, the third- 
layer leaders will convene a diverse group, though not from an intent to do so, When leadership 
emerges within these third-layer groups, it appears to be based on the individual’ ability and 
willingness to act, rather than on his or her gender or ethnicity. At the risk of over-generalizing, 
it can be said that the first layer exercises power, the second shares power, and the third 
empowers. 

‘There are other, more “hidden” leaders who don’t fall into neat categories; for instance, a 
woman in Crest Neighborhood who is trying to save a neighborhood branch library, For 
economic reasons, she can’t attend meetings of the county or the main library, but she has 
mobilized others around the issue, and they have designated a spokesperson who ensures that, if 
those behind the effort cannot be visible, the issue will be. 


The witers lent not To 
citi the way that leadership 
works; itis, rater, to show tht 
the leaders have identified a need 
to doa better ob of idestiving 
and bringing in emerging leaders 
from dteent constituencies and 
backgrounds 


Demographics for Green River are attached to this proposal. But numbers don’t tell the 
whole story about the city. Economically and socially, this city should not have had race riots in 
the late 1960s—but we did. During a focus group of “second-” and "third-tier” leaders, 
convened to respond to the foundation's request for proposals, the writers discovered that we 
don’t communicate across tiers; we don’t communicate within the layers; and we don’t 
communicate well with constituencies of any leadership group. In particular, we don’t 
communicate well at all between races/ethnic grgups. 


This section should give an 
indication to the funder of how 
the ety applicant has performed 


in the pastwat has been suc: | 


cessful and what has filed and, 
if posible, proposed reasons wy 
things have failed or succeeded. 


The writers also learned that too many in this community are alienated, unheard, and 
disenfranchised—so many, in fact, that leaders in the minority community are predicting a 
backlash in the coming decade unless we begin to discuss openly plans for the city and region, 
and to learn from residents what exactly would improve their lives before leadership attempts 
another "quality of life” initiative. 


2. Past Public-Private Initiatives 

Green River has had dozens of laudable public-private initiatives and nearly as many 
failed efforts. Those discussed in this section and the next were chosen as representative of 
different types of initiatives. 

As already discussed, the recent construction of the Big Arena (named for one of the 
founders of Big Corporation and a principal donor) is a socially and economically successful 
public-private initiative, as was another bricks-and-mortar project, the Big Museum. 

Although it lacked strong minority involvement and was virtually dismissed by 
traditional leadership at the time, one initiative, "Voices and Visions,” which convened 


volunteers from every walk of life to discuss their individual and collective visions for 
downtown Green River, has since been termed a success. People envisioned a cultural center in 
the core of the region, and various initiatives are putting the pieces of that center in place today. 


REACTIVE GRANTSEEKING 


They dreamed of core city residences for every income and more pedestrian activity, and today 
several older buildings are being converted to residential lofts and city planners have recently 
approved a plan to reopen the main downtown street to limited vehicular traffic without 
sacrificing wide pedestrian ways. In addition, Local State University is expanding its downtown 
campus in response to a vision for an educational center that draws residents of all ages to the 
city. 


Several urban redevelopment initiatives have been successful, including a contract 
between the city and the Business Draw Program, which markets Green River to businesses and 
industries looking for new sites. On a smaller scale, an economically depressed area worked 
with the city to forgive taxes on dilapidated historic storefronts, which the neighborhood 
organization has restored, one at a time, and leased to residents to bring back a once-thriving 
commercial strip on the city’s southeast side. 

Another successful public-private initiative is Green Valley Metropolitan Council, which 
promotes regional ownership and voice in infrastructure issues such as safety, transportation, and 
waste management. Although relatively new, Metro Council holds promise for becoming the 
organization that will encourage and achieve cooperation among the thirty units of government 
in Green County. 


after traditional business hours downtown, never met that of stores in suburban malls. The 

downtown anchor store closed after six years; the mall itself closed several months later and 

remains empty today. 
Another effort that failed was the Citizens League of Green River. This grassroots 


——— 
Failures have included an effort to create a shopping mall in'downtown. Though as many 


as twenty retailers leased space in a 5,000 square-foot building at one time, traffic, especially 


The instructions asked fra review 
of cic intatives including a bref 
analysis of those that failed. 


initiative convened volunteer citizens on task forces to learn about and make recommendations 
about local social and civic issues. The League was criticized because it did not implement the 
recommendations made by the task forces, and the organization lasted less than five years before 


it ran out of funding. In spite of its brevity, it could lay claim to having provided a training 
ground for emerging leaders in the issue areas it studied. 

‘The South Bank w 
only by Afri 


Americans and serving only African Americans. Although none of the 


years, 


an attempt by a few African American residents to open a bank run 


principals was an experienced banker, they resisted assistance from established banks, fearing 
that white people would take over or take away their project. The project failed after only two 


‘he better the applicants can 
Pinpoint reasons fr fares, the 
better able they maybe to take & 
diferent couse nest tim, 


3. Current Leadership Efforts * 
‘There is currently only one, well-known formal leadership training initiative in the 
ity: Leadership Green River, which is housed at the Green River Chamber of 


the larger region. The program tuition is $1,900, but s 


from their employers or other sponsors. Trainers use an integrated approach to community 
issues and provide new leaders with a view of systems and their function 
leaders described above think that Leadership Green River is unnec 
builder. 


The first layer 
sary, a mere resume 


Commerce. The program admits approximately thirty-five applicants per year based on their 
personal leadership efforts and promise and their vision for and commitment to Green River and 
me applicants are able to raise the money 


‘Since the grant will be made 
eventually to tain. emerging 
tivc leaders, the applicant must 
plain what leadership traning 
eflots are already in place and 
iby emergng leaders are not 3 
att of those efor. 
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Though the grantwiter appears 
cial of those onthe applicant 
team-ho are all established 
civic leaders—it is absolutely 
necessary to show the funder that 
there is room for improvement 
and thatthe taining for emerg 
ing leaders is necessary in this 
community. 


There also exist several informal opportunities for leadership, such as the Family 
Foundation’s Civic Leadership Discussion Group, a diverse group of known civic leaders who 


have met monthly for approximately one year to discuss improving race relations. 

Churches too are working in the area of improving race relations. Green River Center for 
Ecumenicism (GRACE) established the Racial Justice Institute, which assists area congregations 
in addressing racism, in diversifying their congregations, and in working collaboratively, The 
Emmanual Empowerment Corporation is the product of several ministers (black and white, all 
males) who traded pulpits one Sunday, shared stories with their congregations about how others 
lived, and established a formal means to improve economic equity by connecting those who want 
to work with those who have jobs. 

Perspective 21!, convened by the Green River Community Foundation, offered 
approximately thirty applicants a chance to discuss child abuse and the local child protection 
system. The Foundation has since worked internally to implement the task force's 
recommendations. 

Act As One is an outgrowth of discussions held with David Rusk, author of "Cities 
without Suburbs.” The steering committee, composed of approximately ten Green River leaders, 
plans to have all the community foundations in the region hold a joint conference on social, 
infrastructural, and economic issues, in the hope that a regional approach to some of these issues 
may prove successful. 

The Police Review Board was first suggested and rejected by city commissioners. It later 
arose as a demand, primarily from the minority community and has just been put in place. The 
ten members of the Board are charged with hearing both sides of disputes between citizens and 
police officers when officers are accused of inappropriate behavior. 

‘The National Issues Forum convenes dozens of ongoing discussion groups for people 
interested in in-depth discourse on issues that affect the nation and the region. Each Green River 
neighborhood organization appears to have its own project, including but not limited to the 
commercial district restoration and the library projects described above: a successful 
neighborhood revitalization project, Cheery Hills, which pressures absentee landlords to sell 
their properties to people willing to live in the neighborhood and participate in clean-up efforts: 
and an effort by Bell Park to bring a healthcare clinic to within walking distance of elderly 
neighbo 


The REP requested that applicants 
describe what leadership skills 
and abilities they belived would 
be necessary inthe coming years. 


The initiatives listed above are ostensibly open to all, But that’s not the reality, In truth, 
established leaders nurture involvement among selected friends, convene other known leaders on 
new initiatives, and keep decision making pretty much within their own circles (or "layers”). 
Currently, there is no mechanism or process in the city, the county, or the region to facilitate or 
host open discourse among the layers of leadership or between leadership and residents. There is 
no door into leadership circles for people who are not already inside. 


4, Leadership for the Next Century 

"Think regionally, act locally” might be a good slogan for leadership in the coming 
decades. While Metro Council can assist governmental units that wish to save their taxpayers 
money by collaborating on infrastructure improvements, many of the units of government in 
Green County and in the west-state region seem to pretend that they are islands unto themselves. 
Leadership must make clear that what happens in the core city affects those who live in the 
suburbs and rural regions, and conversely, what those in the outlying areas do and don’t do 
affects life for those who reside in the city. City taxpayers, though the least wealthy in the 
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region, are the ones who pay for the new services and buildings in downtown. Suburbanites take 
advantage of all the city has to offer and then return to their homes without contributing much to 
the standard of living for those in the city beyond the general price of admission to one event. 
Leaders in the twenty-first century will need to be less parochial, more inclusive—simply more 
concemed about the quality of life for every person in the region. 

Our leaders will need to be educated, so they, in turn, can educate others, particularly 
about local issues. Green River has one primary newspaper, which prides itself in challenging the 
leadership structure. Recently, however, some of the criticisms, particularly of efforts to 
improve the downtown area, have become mean spirited and are serving to divide residents of 
the city. 

Leaders in the coming decade will need to value diversity—of age, ethnicity, race, gender, 
and opinion. They'll need to listen—to hear what people need and be prepared to respond with 


actions and initiatives that will meet those needs, They will need to have a strong network of | this is linked back to the need 


others who can act both quickly and deliberately, which will require that they have already | ‘eid earer among second 
: ° a thr leaders for time-consuming 
worked through the lengthy, sometimes painful and frustrating process of achieving general | hens bling set 


consensus among their peers and constituents. 


Our leaders will need vision, They will require a better understanding of poverty and, 
more, of people who are poor. They will lead out of a calling to serve, rather than an ego-driven 
need to be known, 


5. Participation 

If selected, the writers of this proposal would contact individuals from each of the layers 
of leadership described in the first section of this proposal. In fact, while developing this 
preproposal, the steering committee convened a diverse focus group of leaders from 
neighborhood organizations, nonprofit organizations, advocacy groups, and small businesses to 
discuss leadership and decision making in our community. Every one of the more than thirty 
people in attendance expressed an interest in a more inclusive leadership training effort. One 
said that, currently, gaining entrance and acceptance to traditional circles of leadership was based 
on being liked or having money, rather than on the skills or commitment the individual could 
bring to the effort, Many said that the only voice they felt they had in local decision making was 
through their ballots, 

They and the writers of this proposal would include leaders from area churches, ethnic 
centers, foundations, Camp Fire or other youth service organizations (including participating 
youth), schools, National Issues Forum discussion groups, and neighborhood centers, along with 
more traditional leaders such as graduates of Leadership Green River, governmental 


leaders/employees, leading business owners, and, hopefully, a member of Great Action. <— !" bialsicvaay ie Sad 


viduals who might participate in 
6. Appropriateness the emerging leader training 


Green River needs an infrastructure that connects leaders of diverse backgrounds, pate 


interests, financial resources, and skills, that links efforts to enhance communication, avoid 
unnecessary duplication, and preserve limited resources. While our community often has the 
resources and energy to address issues, it usually does so by individual organizations. Projects 
run parallel to each other: nonprofit organizations with similar missions, like businesses with 
similar products, often compete rather than join forces. 


The opportunity to submit this preproposal has been valuable for the steering committee 
and focus group participants. We've talked about how decisions get made and what the 
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This gets to the heart of the 
matter. if the national program 
would enable the cly to develop 
sucha forum, tis cy has ident 
fied a need and willingness to 
participate 


perceptions are of those not in the traditional circle of leadership. We talked candidly about 
what it feels like to be unheard and unheeded, and what that means to the future success of all 
civic efforts. The preproposal has enabled us to focus on what is right and what is wrong with 
leadership in our community—where we do a pretty good job of meeting needs and where we 


simply react to the nearest controversy or crisis. 

Our community lacks a forum where people with ideas can get them off the ground and 
where others can respond on behalf of their constituencies about the relative merits or drawbacks 
of plans. The steering committee developed a model for such a forum, which is illustrated in the 
attachment, 

Itis critical that established leaders in Green River begin to listen to diverse voices and 
opinions, The focus group was a good start on convening various layers of leadership and 
emphasizing minority opinions. However, if follow-up on the idea forum or another type of 
more diverse leadership effort is left to local organizations, its funding agent would become its 
owner. The owner would make decisions about who would be invited, and nothing would 
change. The steering committee hopes that, with Foundation’s support, a new leadership 
structure would be owned by the community and accessible by people who have not traditionally 
taken part in the initiatives described in this proposal. If selected, Green River would like to 
develop the type of leadership that consists of a whole made up of parts, rather than parts making 
a whole—in other words, leaders who work as a team rather than a collection of individuals each 
doing his or her part on behalf of the group. 
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Learning More 

Grantseeker Workshops 

‘There are both grantwriter and grantseeker workshops. Grantwriter workshops teach you the generic funda- 
mentals of writing grants, much of which you can learn by using this book and practicing your craft in real-life 


situations. Grantseeker workshops are provided by the grantmaker and are designed to provide an overview of 


the grant opportunity, tips on writing a competitive application, and responses to questions posed by attendees. 

Some grantseeker workshops are mandatory. That is, the funder will state in the RFP that in order to be 
eligible to apply, a representative from the nonprofit organization must attend the workshop. When you and/ 
or a representative of the nonprofit organization go to the workshop, be absolutely sure that you sign in so the 
grantor knows that your application is eligible. Attendance at a workshop does not mean that you must apply; 
in fact, most mandatory workshops are required because the funder wants the nonprofits to be absolutely clear 
about the program and the eligibility criteria before they go to the effort of developing a proposal. 


Government workshops are now becoming a thing of the past. Today, you can ask questions via email or 


through the website offering the proposal. Also, some agen 


offer call-in times so you can participate in a 
conference call with other grantseekers, or interactive, live webcasts for grantseekers to view from their own 
offices. The federal government will occasionally hold grantseeker workshops when it releases a new, relatively 


large grant program. The workshops are generally held in three or four key regions of the country to afford the 


greatest number of people the opportunity to attend while reducing costs to the extent possible. State govern- 
ments most often hold workshops in the capital city and in one or more of the larger urban centers in the state. 
Intermediaries will, of course, hold workshops for local applicants in a local center. Foundations rarely have 


workshops in conjunction with the release of an RFP. If you have questions about the RFP, you should call the 


program or grants officer listed as the contact person. 


What Will You Learn? 

Here's a guarantee: you will learn something new at every grantseeker workshop you attend, whether it is 

specific to the grant opportunity under discussion or just a general tip on how to write better proposals. 
Workshops are the best place to ask questions and to hear answers to other people's questions—issues that 


may not have occurred to you. Bring a list of questions formed while reading the RFP so you can make sure you 
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getall the answers you need to write a strong proposal. For instance, if you were attending a workshop about the 
Learn and Serve America grant you looked at earlier in this chapter, you might want to be sure to clarify that the 
$500,000 award ceiling is for one year of the three-year grant, since that is only implied in the REP. 
Generally, workshop topics will cover: 
+ An explanation of the enabling legislation (for government grants) 


* A thorough description of eligibi 


requirements for applicants 


* A discussion of specifics of the grant requirements including, in many cases, what funds qualify as 
match dollars, the role of in-kind contributions, and similar budgetary concerns 


* A brief “how to” on wi 


ing the specific proposal; clarification of what the grantor is looking for and 


what its reviewers prefer not to see included 


A question-and-answer period 


Another thing you'll take away from grantseeker workshops is a general understanding of which other 
agencies are applying for the grant; in other words, your potential competition. There may arise opportunities 


for collaboration when agencies have similar missions and geographic focus. Collaboration or partnership 


between two like agencies is far preferable to submitting competing grant applications for the same work with 


the same population 


When You Don't Want to Attend the Workshop 

Some grantseeker workshops are deadly boring, and if they are not mandatory, you will 
be tempted to skip them, especially as you build experience and expertise in reading and 
responding to RFPs. 

Carefully weigh the pros and cons. You have a guarantee that you'll learn something 
new at every workshop. But if itis information you can get another way, is it worth invest- 
ing hours in another workshop? Do you already know who else is applying and have you 
worked out collaboration or agreements with other applicants if relevant? Have you been to 


a workshop sponsored by this agency before? If not, it’s probably a good idea to go. 
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Contacts and Questions 

Contacting a federal government staff person used to be “mission impossible” even when the REP provided 
telephone numbers. Today, however, it is much easier to get answers to your questions through a telephone call 
or email to a federal or state government staff person. Look in the REP for a list of contacts and information 
for how to reach them. When you are responding to a government-sponsored REP, you are not developing 
relationships with the funder. These contact individuals are there only to respond to questions. Be sure to check 
the website (www.grants.gov) for any FAQs (frequently asked questions) before posing yours and taking up the 


contact’s time. 


State Single Point of Contact, DUNS Number 

State Single Point of Contact (SPOC) and DUNS number are two items you will encounter only in federal 

grants. They may flummox you or your organization unless you know what they are and how to address them, 
‘The SPOC isa person in your state or multi-state region who has been assigned by the government to coordi- 


nate applications coming from all organizations within your state in response to specific RFPs. [Fan application 


must also be sent to the SPOC, 


¢ will say so in the REP and provide a list of the SPOCS in every state. If the 
REP does not contain SPOC contact information, it is not flagged for state/tegion coordination. 

‘The day you send in your proposal, you should also send one copy to the SPOC, not because the SPOC is 
as strict about deadlines, but so you don’t forget to fulfill the requirement. If you send it just to be safe and it 
wasn't mandated, you are likely to receive a note saying that the SPOC is not reviewing that grant. ‘This does 
not mean that the government agency is not reviewing your grant, just thar you made a minor error in sending 
the proposal to the SPOC. 

‘The DUNS number is required on the cover sheet (standard form 424.a) for all federal grants. The Dun & 
Bradstreet DUNS number is a nine-digit identification number used by the federal government to keep track of 
financial reports of different businesses and organizations. If your organization does not have a DUNS number, 
apply for one either by telephone or online (smallbusiness.dnb.com); youll receive it quickly (usually within 24 


hours). 


g as an employee of an organization, keep your DUNS number and federal employer 
ID number ina notebook or file where you can find them easily. If you are working as a grantwriting consultant 
with several organizations, keep a spreadsheet or notebook of this information for each of your clients, along 


with their log-in IDs and passwords for electronic grant applications. 
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CHAPTER 3 


PROACTIVE GRANTSEEKING 


What Is Proactive Grantseeking? 

Proactive grantsecking involves finding potential funding sources to support the work of a nonprofit organiza- 
tion. It requires that the grantsecker understand philanthropy as practiced by charitable giving foundations, is 
able to research specific foundation giving patterns, and can make practical and realistic connections between 
the mission and goals of the nonprofit organization and those of prospective funders. 

‘The Foundation Center defines a foundation as a nongovernmental entity that is established as a nonprofit 
corporation or a charitable crust, with a principal purpose of making grants to unrelated organizations, institu- 
tions, or individuals for scientific, educational, cultural, religious, or other charitable purposes. Grants are made 
from the income of the endowed assets (invested to produce income). Foundations may be endowed for either a 
specific length of time (as with the Gates Foundation) or in perpetuity as with the large majority of foundations. 

Collectively, ten years into the twenty-first century, foundations held approximately $600 billion in assets and 
made more than $41 billion in grants annually. Direct corporate giving adds approximately $15 billion more 
to charitable giving totals. However, foundation and corporate grantmaking together account for only about 19 
percent of all charitable giving in the United States. Individuals and bequests provided the rest of the estimated 
$290 billion given in 2010. 

‘A comprehensive fundraising strategy for any nonprofit organization, therefore, should include building a 


base of individual donors as well as using both proactive and reactive grantseeking, 


30 | 


THE COMPLETE BOOK OF GRANT WRITING 


Tip 

Proactive grantseeking requires a well-developed knowledge of foundations, foundation 
programs and personnel, and ways to approach the funders. If you have never written 
a grant before, practice your skills using the reactive approach. Find an RFP that looks 


interesting and respond on behalf of the appropriate nonprofit organization. 


Who Makes These Grants? 


Most foundations make grants through a competitive application process, According to the Foundation Center, 
at the close of 2009, there were more than 76,000 active grantmaking foundations in the United States with 
total assets of $590 billion. The number of large foundations is small—only about eighty foundations in the 
nation have assets of more than $1 billion, Most foundations are small—approximately 60 percent of active 
foundations have assets of less than $1 million or give less than $100,000 (foundations with assets of $1 million 
could make grants totaling $50,000 annually at 5 percent payout). 

Further complicating the landscape are the variety of foundation types, giving methods, and grant require- 


ments, requiring that a grantsecker work to understand where the foundations are and what each does. 


What Is the Percentage of Grant Proposals That Foundations 
Actually Fund? 
The Foundation Center reports that this is a commonly asked question with no single or 
simple answer. Many factors influence a grantmaker’s decision whether or not to fund 
a proposal. It is widely reported that most foundations receive more proposals than they 
can fund. 

The Foundation Center tried to get close to an answer in its Foundation Growth and 
Giving Estimates, 2004 Preview (pp. 14-15). “Based on responses from 878 grantmakers, 


in 2004: 


* One-third received fewer than 50 proposals; 38 percent of them funded at least half of 
the proposals 


* 6 percent received more than 1,000 proposals each; 11 percent of them funded at least halt of 
the proposals. 
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+ Overall, 35 percent funded 50 percent or more of the grant requests they received. 


* Corporate foundations receive a higher volume of proposals, compared to independent and com- 
munity foundations. 


+ Foundations that reported giving of less than $1 million funded a larger share of their grant 
requests than foundations with giving of $10 million or more. 


By far, the most frequent reasons that foundations reject proposals are: 


+ They don’t have enough funds to accept every request. 
+ The request falls outside of the funder's giving interests. 


+ The applicant didn’t follow application guidelines, 


How Foundations Do Business 
The business of foundations and, consequently, the approach you take in contacting them for grants varies 
by type, asset size, governance structure, and focus (program areas). Many foundations publish grantmaking 
guidelines, These documents describe program areas or what the foundation is specifically interested in funding. 
Occasionally you will see that a foundation makes grants only to preselected organizations. In these cases, the 
foundation does not accept unsolicited applications for funding. 

Proactive grantseeking involves finding or requesting guidelines and analyzing them to determine whether the 


foundation would be interested in reviewing a proposal from your organization. 


Foundation Type 
There are two broad categories of foundations according to the IRS tax code: private foundations and grant- 


making public charities. 


Private Foundations 
The largest group of foundation funders is private foundations, defined by the Foundation Center as non- 
governmental, nonprofit grantmaking organizations with endowed funds, managed by their own trustees or 
directors. Private foundations make grants to carry out their charitable purposes of maintaining or aiding social, 
educational, religious, or other charitable activities serving the common good. 

By law, private foundations must use 5 percent of their total assets annually for charitable purposes, primar- 


ily through grantmaking. Assets grow larger or smaller annually through investments. When a foundation’s 
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investments earn more than 5 percent return, its assets (called “corpus’) grow and its grantmaking increases; 
when they earn less, the foundation asset base decreases, which reduces the amount of funds available for 


grantmaking in subsequent years. 


Funding Mythology 
{tis a myth that nonprofits have thousands of foundations to turn to for large grants. Only 
1,000 or so foundations have assets over $50 million—which enables them to give more 


than $1 million annually (based on a5 percent payout). 


Within the category of private foundations there are four subcategories: family, independent, “new health,” 
and corporate. 


Note that the term “independent foundation” is used in different ways. Technically, independent foundations 


are a broad category of private foundations that are governed by a board that is independent of other entities. 


Independent foundations comprise almost 89 percent of foundations and account for roughly three-quarters of 
foundation giving. 
‘There are three subcategories within independent foundations: 


+ Family foundations are distinguished from other private foundations by the makeup of the board. 
Family foundation trustees are primarily related to the donor, whereas other private foundation trust- 
ces are selected for their reputation and experience in the foundation's program or interest areas. The 
vast majority of family foundations have relatively small assets and use few or no professional staff 
Some family foundations look deceptively small, especially while they are young, as they may main- 
tain a small permanent endowment and pass through more substantial funds from family members 


for grantmaking. Thus it is important to research the foundation's total giving as well as its asset size. 


* Independent foundations—Somewhat confusingly, the Council on Foundations and often the 
Foundation Center use this term to describe foundations not controlled by families. ‘These founda- 
tions often start as a family foundation and then evolve over the years to have an independent board 
overseeing the mission determined by their founders. This type is also informally known as “private,” 


again as distinguished from family foundations. 


+ New health foundations are a growing subcategory of private foundations. These foundations are 
formed when nonprofit hospitals or other health organizations convert to for-profit starus, Because 
nonprofits receive donations and tax exemptions, their assets must be permanently dedicated to 
charitable purposes. During the conversion process, the value of these assets is often placed in a newly 
formed foundation, Overall, the Foundation Center has identified 104 active private grantmaking 
new health foundations and 92 public charities created from the conversion of nonprofit health-care 


entities to for-profit status. 
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Corporate foundations are private foundations endowed by a corporation in perpetuity. Many corporate 
foundations do not maintain substantial endowments and instead fund grant budgets through annual gifts 
from their corporate donors. These gifts rise and fall with company profits. Often, founders and higher-level 
executives of the corporation serve on the board and have a significant role in grantmaking decisions. There are 
approximately 2,700 corporate foundations in the United States. 

Corporate giving programs are grantmaking programs established and administered by for-profit corpora- 
tions, They are not separately endowed as corporate foundations are; therefore, the amount of annual giving 
from a corporate giving program varies with the profits earned by the company. Corporate giving programs may 
include cash or product gifts, or a combination of the two. 

Operating foundations are a confusing subset of private foundations in that rather than making grants, 
most accomplish their charitable purposes by operating their own programs (e.g,, research, buildings, or other 
programs). Few operating foundations make grants outside their operations. There are approximately 4,700 


operating foundations in the United States. 


From Foundation Center—2010 Growth and Giving Trends 

“The worst economic crisis since the Great Depression resulted in the biggest reduction 
in United States foundation giving on record. In 2009, the nation’s more than 75,000 grant- 
making foundations cut their giving by an estimated 8.4 percent, or $3.9 billion. This was 
by far the largest decline in foundation giving ever tracked by the Center. Modest gains 
in giving are expected in coming years if assets continue to increase, but it is important 
to note that by law, independent and corporate foundations must only pay out each year 
in charitable distributions at least § percent of the value of their assets in the preceding 
year. Smaller independent foundations generally exceed this rate because many of them 
maintain minimal endowments and instead the foundations serve as pass-throughs for 
charitable giving by their donors. In these cases, the donor's total gift to the foundation 
is granted in the same year, rather than invested in the corpus. Nonetheless, it will take a 
strong and consistent economic recovery over a number of years to repair the damage of 
the Great Recession and return foundation giving to its historical pattern of reliable year- 


over-year growth.” 
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Grantmaking Public Charities 
Like other nonprofits, these 501(c)(3) tax-exempt organizations have a charitable purpose and derive their 
funds from multiple donors. They are classified as grantmaking public charities because they also make grants 
for charitable purposes. In contrast to independent and corporate foundations, public charities have no payout 
requirement, Nonetheless, community foundation giving typically amounts to between 7 and 8 percent of the 
value of their prior year's assets. 

‘Two kinds of grantmaking public charities have permanent endowments: community foundations and public 


foundat 


ns. Community foundations are geographically focused. They make grants for charitable purposes in a 


specific community or region. The assets ofa community foundation are derived from many donors and are held in 


a series of funds with different grantmaking requirements. A community foundation also raises money to increase 
the corpus of the foundation, ‘There are more than 700 community foundations in the United States. 
Public foundations are often population- or cause-specific, such as local women’s foundations, Jewish federa- 


tions, or disease-related funds. They may also exist to support another entity such as a hospital or university. 


Other Organizations That Make Grants 


Community giving programs include United Way, community trusts, and other programs. They are not 


endowed but should be included in a comprehensive proactive search for potential funders. Through annual 


fundraising campaigns, these organizations raise money that is subsequently distributed through grants. 
Giving circles are a growing trend. A giving circle (also known as a donor circle) forms when people come 
together and pool their money, decide together where to give the money, and learn together about their commu- 


nity and philanthropy. They tend to appeal to people who have not traditionally been involved in philanthropy, 


such as women, young people, and those in ethnic communities. 


Asset Size 

Asset size generally plays a significant role in the staffing and structure of a foundation's grantmaking, and as 
discussed later in this chapter, this affects your approach. The one thousand largest foundations in the United 
States account for nearly one-half of all annual grantmaking. While these larger foundations are governed by 
boards of directors, often called trustees, who make the final decisions regarding grant awards, most also have 


staff, Staff includes program or grants officers or program directors who are the first contacts for grantseekers 
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and whose subsequent interest and support is necessary. Staff members generally bring to the trustees only those 
grant proposals they think will be of interest to the decision makers. 

Small foundations may have few or no professional staff. The Association of Small Foundations reports that 
more than 60,000 foundations are either unstaffed or operated by just a few staff. In these cases, the trustees act 
as both program staff and decision makers. Through necessity, these foundations steer away from complicated 


grantmaking and often fund a small number of grantees over a long period of time. 


Program Areas 
The more sophisticated grantmaking organizations understand their role in the grander scheme of multiple 
types and sizes of donors and prefer to focus their donations on specific targeted goals or what they call “pro- 
gram areas.” Most foundations have three to five program areas, though some have only one and others have 
many more. 

Smaller foundations may not have formal program areas, but they all have specific interests that can often 
be detected in their giving history. Be aware, however, that a single grant may be an aberration rather than an 
indicator of area of interest. 

‘A report on trends in giving among the 1,384 largest United States foundations in 2009 indicated that foundation 
program areas include, in descending order by the share of foundation grantmaking dollars: education, health, human 
services, public affairs/social benefit, arts and culture, environment/animals, international affairs, science and technol- 
ogy, religion, and social sciences. These are aggregates and speak only to the largest foundations in the United States. 

Note that if you are working for an arts organization and a foundation is listed with arts as a program area, this 
does not mean that your organization isa fit, It is important to look at guidelines, annual reports, and giving history. 

Tip 

You can get a sense of a foundation's giving history by looking at several years of their 
grants. If the foundation has a website, it may list its grants. Otherwise, grants are listed 
in the foundation's IRS Form 990 filed annually and available through Guidestar (http:// 
guidestar.org) and the Foundation Center (www.foundationcenter.org). Note the types of 
organizations funded and purpose of funding. Note also the average size of grants—if most 


of the grants are under $10,000, asking for more may be more difficult. 
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Foundations That Fund Only Preselected Organizations 


A large number of smaller foundations make grants only to selected charities. Their goal is to ensure ongoing 
support for the organizations, which often have played an important role in the lives of the donors (i.e., their 
church, a health-care organization, or institutions with some other personal affiliation). These foundations 
often serve as pass-throughs, are governed by the donor and/or his or her family members, and are sometimes 
overseen by a banking executive. These foundations generally do not accept unsolicited proposals. Unless you 


know the donor or have another means to break through, your letters to the foundation or the contact person at 


foundation similarly fund 


the bank will go unnoticed and probably unread. Designated funds at a communi 


only selected organizations. 


Crafting a Proactive Grantseeking Strategy 


‘The first step in proactive grantseeking is identifying the needs for funding at the nonprofit organization: What 
is the mission and what are the goals of the nonprofit? What programs is it launching or sustaining? What are 
the important outcomes of those projects? Who are the project beneficiaries and what are their outstanding 


needs? When you understand the organization's potential uses for grant money, you can use that information to 


find foundations that share those goals and, therefore, might be interested in reviewing a grant proposal. 


Foundation Searches 

When you search for foundations, there are many factors to consider. For instance, if you searched for all 
foundations that do educational funding for your nonprofit’s school district, you may begin with a list of 
2,000 or 3,000 foundation names. As you cull through the list, you will eliminate those foundations that don't 
accept unsolicited proposals, limit their funding to a geographic area other than yours, focus their educational 
grantmaking in a way that is incompatible with your organization's focus, and/or have precommitted program 
funds for large, social change efforts (while you're searching for funding for a small program). 

In the end, you may end up with fewer than a dozen real prospects. That's normal. In fact, five or six good 
prospects are much more important to a successful proactive grantseeking effort than a list of a thousand about 
which you know little or nothing. 

Begin locally. First, learn all you can about local foundations and other grant resources: Do you have a com- 


munity foundation or United Way, and if so, what do they fund? What other foundations have made grants in 
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your community or region, and what do the beneficiaries of those grant funds have in common? If you have a 
regional association of grantmakers (RA), contact them for a catalog or CD listing of foundations in your state 
or region. 

Later, expand your search to regional or national funders, but only if yours is a project that has some special 
importance to that particular foundation. 

A great resource for learning more about foundation donors is the Foundation Center (http://foundation 
center.org). You can use the search function on the Center's web page to find foundations based on city and 
state and/or name of the foundation. The Center then provides a complete listing for the selected foundations 
that includes their address, contact person (if available), email address, phone and fax numbers, type of founda- 
tion, deadlines for submissions (some meet to consider proposals only annually or biannually), assets and total 
annual giving, web page URL, and a link to their most recent IRS filing (990-PF for private foundations, 990 
for community foundations), which can provide information on grants funded the year of filing. For a fee, the 
Foundation Center Online provides more detailed information on funding priorities, types of support, and 
grants. IRS Form 990s are also available at www.guidestar.org, where you will also find tax information about 


nonprofit organizations and businesses in your community. 


Foundation Support Organizations 
Several large national organizations provide education, advocacy, and other support for 
foundations. They include the Council on Foundations, Independent Sector, Association 
of Small Foundations, the Foundation Center, and Forum of Regional Associations of 
Grantmakers. Through the Forum (www.givingforum.org) you can identify the 35 regional 
associations of grantmakers (RAs), which provide education and support to foundations 
located in their regions. 

While these organizations exist to serve their member foundations, there are two things 
a grantwriter should know about them: they do not make grants, and each provides direc- 
tories or other information on funders that grantseekers can use to identify local grant- 
makers, review program areas, and find contact information. The Foundation Center and 
RAs are especially good resources for grantseekers. 


Also, through exploring the websites of these organizations, you may find affinity 
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groups. These are groups of foundations (some regional, some national) that share a 
focus on grantmaking in the same program area (e.g, funders in the arts, funders for early 
education, etc.). Affinity groups discuss shared problems and strategies for grantmaking. 
On occasion a small number of affinity group members will develop a regional effort with 
joint funding and goals for their program area. A grantseeker should be interested in affin- 
ity group lists as means to identify funders in the appropriate program area and to follow 
trends in grantmaking. 

In addition to the support organizations, there are a number of helpful online publica- 
tions that can help identify both grantmakers and initiatives as well as grantmaking trends: 


* Philanthropy News Ligest (http://foundationcenter.org/pnd) is a daily journal of practical news. 


+ Philanthropy Journal (www. philanthropyjournal.org) has nonprofit news and resources, updated 
daily. 


* Chronicle of Philanthropy (http://phitanthropy.com/section/Home/172) is a biweekly newspaper 
about the world of philanthropy. Online subscription is required for most articles, but most head- 
lines are free. 


Once you locate the foundations in your community, go to their web page and look at their grantmaking 
guidelines. If the foundation does not have a website, telephone its office or write a letter requesting that the 


guidelines be mailed to you. 


Reading Grantmaking Guidelines 


Guidelines can be very simple, such as this sample from a geographically focused foundation: 


Sample: Grantmaker Guidelines 


Healthy communities have a high quality of life. The Family Foundation believes that managing 
growth and capitalizing on the natural environment contribute greatly to the quality of life in our 
community. For this reason we place a major emphasis on land protection, We encourage 
environmental preservation and seek to maintain a balance between open land and well-planned 
development in our target communities of western State, 


Our grantmaking priorities include: 
* Preserving and restoring high quality lakes and streams 

Expanding recreation trails and greenways 

* Protecting and preserving critical lands—including farmland, parkland and natural areas of 


© Beautifying scenic transportation corridors, including gateways and the control of billboards 
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If, for instance, your organization's project is related to environmental protection but focuses on saving an 
endangered species or improving air quality, you know from reading these guidelines that such a project would 
not likely interest a funder like this one that emphasizes land-use planning and protection. 

Other guidelines can be more complex and detailed such as the sample from a national funder on the 

next page. 

Once again, though you may find that your organization shares a goal with this foundation for improving the 
environment, this would not be a match for an environmental protection organization doing its work in the 


United States. 


When Searching for Potential Grantmaking Sources, Be Sure to 
Check for the Following Information: 


+ Program goals that complement your organization's work 
* Geographic limitations 

+ Eligibility requirements 

+ Average number of grant awards 

* Average amount of grant awards 

+ Limitations (e.g., no religious purposes) 


* Timing of decisions—will it fit within your timeframe? 
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Sample: Grantmaker Guidelines 


Through rapid growth in population and increasing demand for resources, the world is in danger 
of losing much of its genetic, species, and ecosystem diversity. To address this challenge and to 
increase understanding of the strong relationships between the health of the biosphere and the 
welfare of human communities, the Foundation has established the Conservation and Sustainable 
Development area. This area is dedicated to conserving biodiversity, to enhancing knowledge of 
how to use natural resources sustainably over the long term, and to promoting environmentally 
sustainable economic growth benefiting those living in or near sensitive areas. 


Purpose 

The area's exclusive focus is on dealing with the problems of endangered tropical ecosystems. 
‘These are the regions with the greatest degree of species diversity but which are also plagued by 
acute human poverty and are often experiencing rapid population growth, 


Strategies 

‘The major categories in which the Foundation awards grants for conservation and sustainable 
development follow from a conceptual map that indicates a flow of influences on natural 
resources, beginning with threats in specific places, which can be addressed with a combination 
of conservation tools. The framework for Conservation and Sustainable Development 
grantmaking is based on geographic priorities. The Foundation will consider proposals that 
address significant threats to biodiversity within priority regions. 


The Foundation focuses its conservation and sustainable development work in a small number of 
tropical biogeographic zones. These zones, chosen for their richness of species diversity, 
endemism, limited institutional capacity, and the level of threat, are 


Latin America and Caribbean 

° Southern Tropical Andes. The eastern slopes of the mountains in Peru and Bolivia 

© Northern Tropical Andes. The eastern slopes of the mountains in Ecuador and Colombia and 
the Chocé from northwestern Ecuador to the Darién in Panama. 

© Lasular Caribbean. Terrestrial and coastal ecosystems in the Greater Antilles (Cuba, 
Hispaniola, and Jamaica) and in selected islands of the Lesser Antilles 


Asia and Pacific 

° Lastern Himalaya. The mountain ec 
Yunnan 

* Lower Mekong. Forest regions of the Mekong basin in Lao PDR, Cambodia, and Vietnam 

° = Lndo-Melaneséa, Coastal and marine areas of Papua New Guinea, Solomon Islands, 
eastern Indonesia 


systems of eastern Nepal, Bhutan, Northeast India, and 


Africa 
© Madagascar 


© Lower Guinean Forest. The coastal forest of Cameroon, Equatorial Guinea, Gabon, and 
Nigeria (particularly the Niger Delta) 
* Albertine Rift The highlands area of western Uganda, Rwanda, Burundi, and eastern Congo 
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Within each of these geographic regions there are a range of conservation tools that will be 

effective in countering the threats to biodiversity, including: 

* Direct Protection: Includes establishment and management of parks, reserves, and protected 
areas, and development of innovative financial mechanisms for such areas 

* Law and Policy: Includes the development of environment law and policy as tools for 
conservation 


© Conservation Training and Education: Includes both formal and informal education to 
improve the capacity of institutions in tropical countries to protect their biological diversity 

© Conservation and Sustainable Economic Development: Includes programs that address the 
economic forces affecting tropical biodiversity 


Conservation ultimately depends upon the capacity of individuals and institutions in each region, 
Development of local capacity to implement projects and programs will be an important criterion 
in evaluating all requests. The Foundation defines capacity as the ability of institutions to 
conduct effective conservation science and natural resources management. Specific sets of skills 
that are required for effective conservation vary among the regions in which the Foundation is 
active. An effort will be made to identify those needs in some detail through a process of 
consultation in each region. 


Navigating the World of Foundation Staffing 


Foundations do not have a commonly recognized system of staffing, staff responsibilities, or staff titles; however, 
here are a few clues for understanding people with whom you will want to have contact. 


Foundations with staff generally have program-related staff who are responsible for reading and analyzing 


grants, doing background searches (due diligence), and making grant recommendations to the decision-making 
body. When there are multiple program staff they are often divided by program area; e.g,, arts or environment. 


Common titles include program officer, program director, grants officer, program manager, commu 


invest- 
ment officer, program assistant, or program associate. Another group of staff with whom you might have contact 
are those with grant administration duties. They are responsible for ensuring that reports, documentation, and 
grant files are in order as well as for processing grants once they have been approved. Common titles include 
grants manager, grants associate, and grants administrator. 

Foundations with few staff members commonly have a president or director and his or her assistant, and/or a 
finance officer, with the president performing all the duties typically associated with program staff. 

Icis important to remember that unless you are dealing with the sole trustee, and thus the sole decision maker 


of a foundation, the final decision on granting funds is a board or trustee process involving a number of players. 
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While staff may have influence, they make recommendations, not decisions. Does that mean you should skip 


the staff and go straight to the trustees? You do this at your own peril. As one foundation trustee put it, one of 


the primary motivators for hiring staff was to avoid being “hit up for a grant” every time he went downtown. 


Contacting Foundation Staff 
Once you have a short list of potential funders, you can begin contacting program officers or other program 
staff to discuss your project. Initial contact should be from a lead person at the nonprofit organization. He or 


she can provide a link for you as the grantwriter to follow up with later. Before you contact a program officer in 


any foundation, be sure you have done as much homework as possible. Dor't just call and ask if the foundation 
would be interested in funding your organization, Call only when you have the project details committed to 
memory so you can respond if the program officer asks you follow-up questions. Use the same etiquette you 
would use in contacting a business about a job or a sale. Do not call a program officer for answers to simple 
questions such as deadlines for submissions; instead ask the receptionist or grants manager such questions if 
you cannot find the information in the literature or on the website. Also, never contact a grants officer with an 
emergency question. Sometimes it can take weeks for these busy people to return your call. 

If you are serious about becoming a grantwriting resource to your employer or community, try to get an 
appointment with a program officer at your local community foundation, These individuals can provide a great 


deal of guidance and information about philanthropies in your region and the best ways to approach them. 


Once you've proven your skills, they might even lead you to organizations that need grantwriting services. 


Sorting Roles in Foundation Relationships 

A big part of foundation funding is about building a relationship between the funder and 
the nonprofit organization. Often the grantwriter is also a leader in the organization. When 
this is not the case, as you move through the steps we describe in working with founda- 
tions, keep in mind which steps are best done by an organizational leader rather than the 
grantwriter. Unless you are a lead person in your organization (i.e., executive director or 
program director), as grantwriter, you should not take the lead in contacts or meetings with 
the foundation staff. This is not to say that you don’t have an important role at meetings or 


on calls, specifically in clarifying information needed on a proposal. However, if your sole 
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purpose in the project is grantwriting, leave the relationship building to those who will have 
to carry out the terms of the grant agreement. 

If you are not on staff with the organization and are working as a grantwriting consultant 
or volunteer, it may be inappropriate for you to attend meetings between foundation staff 
and organizational staff. Check your state laws for licensing of fundraisers and grantwriters. 
to determine whether you can participate in meetings. If you cannot, you must rely on the 
organization representatives (your clients) to relay the conversation so that you have what 


you need to prepare the proposal. 


Preproposal Interviews/Discussions 


Ifacall possible, try to schedule a meeting or phone call with a grants officer before submitting a proposal. The 
meeting should include the executive director and/or primary program person and the grantwriter, if he/she is 
on staff at the organization. This is especially important when you are planning to submit to a local foundation. 

If you don't know who might serve as grants officer for your proposal, call the foundation and ask for the 
name of the person who manages grants within the program area your proposal would fit. Do your homework 
so that you've identified which foundation interest area would cover your proposal. 

Ifyou don't know the grants officer well, treat your call or letter as you would any sales cold call. Briefly intro- 
duce yourself then ask if you could set a time (fifteen minutes maximum) to discuss a proposal you would like 
to submit. For example, “My name is Jody Fields and I work with Tomorrow's Hope, which provides remedial 
education services for children in Clark County. We have a project that we think you would find interesting. 
Would you have ten to fifteen minutes in the next week in which I could discuss this project with you?” 

If you do know the grants officer, the gist of the contact—whether by phone, email, or letter—is similar. 
Briefly introduce the project and ask for a time to discuss it. 

Ics more than likely that the grants officer will ask you to send something in writing ahead of the conversation. 
Be sure to ask what he/she would like to see—a synopsis, outline, or draft—and send the items accordingly. 

‘The resultant conversation is not the time for a dog-and-pony show (i.e., bringing along several staff people 
and influential board members or developing an elaborate presentation). If the foundation has interest in the 


proposal, the grants officer may invite a presentation later, Instead, this is the time to present the highlights 
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of what you are proposing and ask for some candid feedback on where it might fit into the foundation's plans 
for grantmaking. 


Before you leave, ask if you can submit a proposal and ask about deadlines for the next grantmaking cycle. 


Follow up by writing a thank-you note and providing any information that was requested during the discussion. 
Ifyou make promises, such as exploring a partnership the program officer has suggested, be sure to fulfill them. 


Send an email or letter describing your results and incorporate an update into your grant proposal. 


Using Email Communications with Program Officers 
Email is both a blessing and a curse, and you need to know how and when to use it in contacting 
program officers. If you've worked with a program officer before and have an easy, less formal relationship, 
you can email him or her with an idea before developing a concept paper or proposal and expect a relatively 
quick response concerning the program officer’ interest. If you have never contacted the program officer before 
or have never met him or her, do not send an email, Instead, follow instructions (if any) for contacting the 
foundation described in its guidelines, or use established channels such as letters or telephone calls. 

Tip 

Be sure that your email address is professional and, if possible, gives some clue as to your 

organization (e.g, lindaclavin@orionpublicschools.edu). Do not send an email from an address 

like blondebabe@internetfun.net. If your email address does not give a clue about who you are, 


put such information in the message subject line so the recipient knows your note is not spam. 


Letters of Inquiry 

Many foundations now require a letter of inquiry (LOI) before they invite a full proposal. This differs greatly 
from the letters of intent described in chapter 2. The foundation grants officers review the letter and determine 
whether or not the proposal has a chance for success and, if so, what sort of tips they might provide that will 
give your proposal a better chance of being approved by their trustees. 


Think of the letter of inquit 


y as a concept paper or a mini-proposal. Include four of the five essential compo- 
nents of a grant proposal: the statement of problem or need, the project description, the evaluation plan, and 


the budget. A general LOI sample follows. 
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Sample: Letter of Inquiry 


The first paragreph focuses: on 
Introducing the project. 


The second paragraph describ 
the need forthe projet. 


The tied paragraph summarizes 
projet plan, 


March 20, 2012 


Anna Smith, Program Officer 
Corporate Foundation 
Builder Way 

‘Anytown, USA 


Dear Ms. Smith: 


I write as a representative of a community collaborative addressing the health concern of lead 
poisoning in children. This multisector collaborative includes organizations approaching lead 
poisoning through data collection and analysis, hazard reduction, education, and advocacy. 
While important work is ongoing in each sector, this project will integrate that work to improve 
efficiency and reach more children earlier. 


The toxic effect of lead poisoning is a well-known fact. The federal government banned lead as. 
an additive in residential paint in 1978, yet nationally twenty million homes have unsafe 
exposure to lead. There are an estimated 35,717 homes with lead contamination in the City. Low 
income households in the central city are more likely to be affected by lead exposure. The 
County Health Department tests all children receiving Women, Infant and Children (WIC) 
benefits. The findings indicated the following prevalence of children with elevated blood lead 
levels (>9.9 ug/dL) by zip code: 

0000 


Medical research indicates that prolonged elevation at levels greater than 9.9 ug/dL will result in 
irreversible neurological damage. The implications for academic achievement and future 
employability potential are obvious. 


Lead poisoning is a treatable environmental health issue. The collaborative intends to address the 
issue through the Integrated Community Lead Hazard Reduction Plan that we have developed 
over the past five months. The County Health Department and City Office of Children, Youth 
and Families are currently identifying a Pilot Area to recommend for a three-year intensive 
investment of resources. Under the guidance of a project coordinator employed by the 
Leadership Institute, the work of education, hazard reduction, data collection and analysis, and 
advocacy will be carried out in that geographic area. The City Housing Rehabilitation Office will 
focus its Community Development Block Grant funds in the area as will the State Department of 
Community Health (SDCH). A key component in the education sector is the establishment of a 
CLEARCorps chapter in the city. This entity, to be housed in Nonprofit Housing Repairs, will 
utilize AmeriCorps members to take lead education to the households throughout the city, with 
particular focus on the Pilot Area, Education—which includes training in lead-safe home cleaning 
techniques and nutrition for lead risk reduction—is a recognized strategy for hazard reduction. 
‘The Integrated Plan seeks to test all children (not only those receiving WIC) in the Pilot Area, 
and will use AmeriCorps members to do finger-prick blood draws in the homes. The data 
collection in the Pilot Area, to be carried out jointly by the Health Department and CATCCH, a 
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health data project of Major Health, will provide a picture of the population such as we have not 
had. In fact, the SDCH indicates that such an aggregation of data would be unique in the state, 


While the methodology of this project is rather sophisticated, its goal is simple: to eliminate the 
risk of exposure to lead for children in the city. We will begin to accomplish that goal through 
the Pilot Area project, expanding to a citywide effort should our evaluation after three years 
warrant such an expansion. Achieving the goal in the Pilot Area will require an integration of the 
work in all four sectors. We will attempt to reach all Pilot Area children with testing. We will 


attempt to reach all at-risk Pilot Area households with education, We will attempt to remediate 
all Pilot Area houses with children having elevated blood lead levels. We will initiate a citywide ‘This paragraph discusses the 
awareness campaign. We will advocate for state and federal funding. We will promote local and | "0" # Pict fe. 

state legislation, The Integrated Plan uses a Log Frame (or Logic Model) approach to project 
implementation. The Log Frame includes goals, objectives and activities to accomplish goals. It 
also includes indicators and a measuring methodology. The Integrated Plan calls for 
Participatory Evaluation that includes the engagement of collaboration partners with Pilot Area 
residents and organizations in designing the Log Frame. Furthermore, the Integrated Plan budget 
includes funding for an outside professional evaluator to work with a Continuous Evaluation 
Team. 


The time frame for this project is three years at a total cost of approximately $300,000. We are ey ee 
hoping that the Foundation will invite a proposal for $100,000 to enable us to launch this pilot projet and ass fan inition 


effort and gather the data necessary to support its expansion, § << ________| fog letprl one l 
item budget indcate where the 
We will be seeking funding from multiple sources in addition to the Foundation and would $100,000 woul be spent. 


welcome your counsel and assistance in securing other funders. < 


Sincerely, 
1 inprart opi ut that the 
onion doesnt exec on 
foundation to in he et plat 

Joanne Abernathy project td that wil be sehing 

z Hees ote une to sae the ok of 

Executive Director iwestng inthis efor. 


For the Collaborative 
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‘This second sample is a bie different. The funder, in this case, has provided an outline for its letters of inquiry and 
wishes the potential grantee to respond to the questions in the outline. The foundation wants the grantee to describe 


how the project meets the goals and values of the foundation before it will consider requesting a full proposal. 


Sample: Letter of Inquiry 


LETTER OF INQUIRY: Community Foundation 
Legal name of organization: The Coordinator 


Address: 411 Avian Way 


Executive Director/President or CEO: Mark Jones Title: Executive Director 
Contact person: Same Phone number: 111.555.0000 
Fax number: Email address: 


Attachments: IRS letter, budget and eight copies are attached 


The gartor, a. community 
founda, ako oles tzinisl | Description: Attached 
assay, comeing and oer 

series to nnpas,bjond 
fri spp, baths rari | Project Name: Earned Income Tax Credit (EITC) Coalition Initiative 
ation is solely requesting money. 


Project Description: Leverage nearly $4 million of unclaimed tax credits for families and the 


local economy in the County by implementing strategies outlined through comprehensive 
community planning efforts of the EITC Coalition. 


Foundation role: 
= Funding: $4,500 to partially support the Project Coordinator 


"This funding would leverage additional funding from businesses and foundations. 


$14,500 $395,000 
Proposed budget for the project Current operating budget 
Signature of Director Date 


ISSUE WE HOPE TO ADDRESS, WITH SUPPORTING DATA 

‘The Earned Income Tax Credit (EITC) provides eligible working low-income residents across 

the United States an opportunity to claim a credit that can provide up to $4,000 per family. In 

Karls County, 2,600 individuals and families have not claimed their credit, leaving 
\pproximately $4,000,000 of potential income on the table. Within the Major City, 1,800 

Sata ate pes toupee | ndividuals/families have not claimed about $2.6 million. This data from the State Department of 

Treasury quantitatively describes an opportunity that could significantly benefit those receiving 

she credits in the form of disposable income and/or an opportunity to save toward hard assets. 

Upon leveraging their tax credits, households support our local economy by accessing retail 

> goods and other services. 
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Our EITC Coalition's goal is to increase the number of households in Major City accessing their 
Eamed Income Tax dollars. The EITC Coalition intends to accomplish this goal with modest 


financial resources and solid commitments from willing volunteers. Upon completion of the 


Goals for the project are 
established. 


2005 tax year and a successful, broad-based collaborative, an institutional home will be 
identified for the program. Currently, there is no institution that sees this as their mission across 
the community. An institutional home for the collaboration will help in recruiting and training 
volunteers, as well publicizing the benefit of EITC to possible eligible tax filers. 


In years past, there have been a number of EITC sites, managed by AARP, and several other 
neighborhood sites. Last year, our EITC Coalition, facilitated by The Coordinator and the Family 
Independence Agency, established one site at the FIA that processed about two hundred returns. 


We are currently preparing to collect data citywide from cooperating sites to determine our 
baseline achievements to date. Three measures will be included in that data: numbers of returns 
filed at free sites, size of received credit, and savings from not using commercial tax prep sites. 
We have retained a project coordinator over the course of the summer to identify additional sites 
based on geographic areas with dense populations of low income households and to develop 


contacts with possible sources of volunteers. 


Consistency with the Community Foundation’s Principles. <—————————_ 
Accountability: Tracking which credits are utilized is a relatively easy task and one that will be 
pursued. This project provides quantitative, measurable benefits to recipients and the community. 
In addition, the willingness of an institution to take our demonstration project under its wing for 
the future is very measurable. 


The foundation has listed its 
Values or the principles that it 
holds important in al funded 0 
es, While this information snot 
requested inthe grant proposal, 
itis inthe LOL The princples/ 
values should apply to any project 
(to somennat varying degrees) 
regardless of which program area 
applies. 


Collaboration: Since the beginning of our Coalition in July of 2004, we have exhibited a 
collaborative approach: eight organizations are represented in the EITC Coalition. Additionally, 
the collaborative partners with neighborhood sites, colleges, volunteer groups, etc. 


Diversity: One of the criteria for site selection is diversity of organizations (and staff), becaus 
we recognize the need to provide locations and contacts that are diverse. Both individuals we are 
considering for project coordinator are people of color. We will do our best to identify volunteer 
tax preparers who represent racial and ethnic diversity in our community, although this may be a 
bigger challenge. 


Justice: This project is about social justice—ensuring that those who are legally entitled to some 
relief of their low-income status are helped to obtain income, All eligible participants are 
welcome at the sites. 


Prevention: The EITC Coalition will link EITC customers to information and resources that will 
assist them in acquiring hard assets (homes, education, etc.) and thereby increasing their ability 
to achieve healthy lifestyles. We are not directly tying financial literacy training, IDAs and other 
incentives for acquisition of hard assets into this program at this time, however it is hoped that 
upon this year’s success we can expand the program in coming years. 


he witer describes why the in 
tiatve needs funds and what it 
would use funds to accomplish, 


Social Capital: This project provides the volunteers and participants an opportunity to connect 
with each other and learn about each other’s lives. If possible, we intend to align a source of 
volunteers and a CPA firm with each site or two sites with the hope that they will return next tax 
season to the same location(s). This will strengthen their connections and mutual learning. 


Systems Approach: From the beginning of the Coalition’s work, participation across sectors in 
the community has been essential and is consistent with The Coordinator's principles, as well. 


Proposal for Addressing the Issue 

We intend to hire a part-time (twenty hours/week for twenty-six weeks) project coordinator to 
implement the objectives of the EITC Coalition. Staff will be supported by the co: 
as The Coordinator's public relations rescprce 
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jon as well 


— 


Li. 


‘These wll be witen as planned 
‘outcomes the grant proposal, 


Briefly, this plan includes 


Anticipated Accomplishments/Evaluation 
We intend to: 


Evaluation will be rela 
planned process. 


Proposed Timeframe 


The main part of the project will run from November 1-April 30 (aligned with tax season), with 
the possibility of extending if the need surfaces. We will have data on the tax season results by 
May 30, 2006. 


Recruiting volunteers 

Ensuring that sites meet IRS-recommended computer hardware requirements 

Identifying a site coordinator for each site 

Ordering software from the IRS 

Developing and distributing publicity, including working with businesses, neighborhoods 
and human services organizations to get the word out 

Collecting the baseline data 

Scheduling training with IRS trainers 

Troubleshooting problems during the tax season, 


Track progress from the 2005 tax season (January 15-April 15) as compared to 2006 for 
all sites that have baseline data 

Increase our Coalition’s number of sites from one to six 

Increase those receiving credits from our Coalition’s sites from 200 to 400 

Increase the amount of credits received proportionally 

By next fall, identify an organization or a very stable collaboration that sees EITC work 
as part of its mission 

Track numbers of those persons eligible in The County and Major City based on State 
Department of Treasury numbers, if they are collected 


ively straightforward, as we can manage all data collection through our 
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EITC BUDGET: 2005-2006 


* Coordinator 
@ $15/hour; 20 hours/week; 26 weeks $7,800 


* Office supplies, mileage, and other expenses $1,000 oTRR Vara 


includes budget with break 
* Promotional materials $500 si tte sh al tent 

an ination to apply fra gant 
orto beat dom he income side 
* The Coordinator supervision (along with the FTA) $2,500 ofthe budget otha he oud 

ton staf coud easly determine 
er tow much mong the Corinator 
* Coalition Team Facilitation ‘would be requesting and how 


@$50/hour; 10 hours/month; 6 months ‘much it would seek from other 


7 | finder 
Total $14,800 
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Foundation Non-Negotiables 

Every foundation has a number of things about which there is simply no negotiating. These might be as clear 
as geographic boundaries, or “fund only charitable 501 (c)(3) organizations or government agencies.” They 
also may be as unclear as the statement “we fund community-based projects” offered without a definition of 


“communi 


based.” Thus, it is important not only to read foundation guidelines carefully, but also to 
sten carefully during meetings with grants officers. Learn from your discussions the items that raise flags 
with the foundation trustees, those things that will prevent funding no matter how great your project. 
Some of these rules are unwritten. Listen for clues such as “the trustees have been increasingly concerned 
about project sustainability.” 
Be very careful not to drive your organization over the bridge in making project or organizational changes 


to get around these non-negoriables. Be absolutely sure that what you agree to is supportable in the long run. 


Twelve Principles of a Great Proactive Grant Proposal 
Taken from A Great Grant Proposal by Dr. Joel J. Orosz, formerly W. K. Kellogg Foundation. 
1. Try anew approach. If all the world’s problems could be solved by tried-and-true methods, 
there would be no problems. 
2, Have both expertise and outside help. The most successful organizations are those with 
a lot of know-how and those that recognize and have a plan to address their weaknesses. 
3. Be determined. Never say, “If you don’t fund this, the project will die.” Funders want to 
know that this means something to you, that the work is so important to the agency that it 
will get done no matter what. 
4, Do your homework. Ask questions, learn what others in the field are doing, and dig deeply 
to find out as much about the funder as possible. 
5. Work with others. It's critical that whatever you plan to do, you do it with rather than to 
the people you are trying to help. Invite their input into the program design and evaluation. 
6. Improve human well-being. Even capital projects should have goals for programs that will 
improve the human condition. Address the external needs in your community rather than 


the needs of the proposing organization. 
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7. Invest your own money. If a nonprofit is willing to invest its own scarce funds into a proj- 
ect, it demonstrates the importance of the project. 

8, Make it comprehensive. Complex problems require holistic solutions. 

9. Collaborate. The most effective projects mobilize a variety of organizations to address 
a problem. 

10. Evaluate. Grantors are learning all the time. Proposals should include a plan for captur- 
ing the lessons learned in the project and sharing them with funders and other nonprofit 
organizations. 

11. Plan for sustainability. Foundations like to provide seed money, nurture a project through 
its formative years, then move on to other new projects. Before you get money, you must 
plan how you will grow your project to become a healthy, independent “adult.” 

12, Look for broader impact. Address the ways in which your project has the potential for 


replication (with or without modification for individual differences) elsewhere. 


CHAPTER 4 


‘THOUGHTFUL PLANNING 


‘There are several concepts that the nonprofit applicant must consider before writing a grant proposal: 


* sustainabi 


* community involvement 


* interagency cooperation 


Though they are not the scope of the grantwriter (unless you are writing as director of the agency), the 


grantwriter needs to understand how these important concepts affect grant outcomes. 


Is Your Organization Ready to Apply for a Grant? 
Some questions to consider before you apply: 

Is the organization credible? Does it have capable leadership in both governance and 
management? Does it have a solid track record of programs and services? Will it pass the 
due diligence (investigation) of the foundation as it assesses whether the organization can 
do what it promises? 

If the organization can’t answer yes to these questions, it might be best to address inter- 


nal weaknesses before seeking grant funding. 


Planning for Sustainability 
A critical but often neglected part of planning a project is sustainability. You must incorporate into the project 


the ways that you will keep the project going after the grant runs out. 
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For instance, imagine that your neighborhood association wants to reclaim a vacant lot and turn it into a 
basketball court for young people in the neighborhood. You successfully apply to the community foundation 
for $10,000 for paint for foul lines, for lumber for benches, and for paving the empty lot once it’s ready. The 
project gets the neighbors excited and they come our in force to clean up the lor, build the benches, and tackle 
the painting. One of them even finds a contractor who paves the lot for less than the commercial price. 

So, can you write your progress report and call the project complete and a success? Not yet. What happens 


next season? Who will repaint the foul lines next year? Who's going to store the paint between seasons, and what 


facilities do they need to do that? Who's going to keep the court free of debris? 

While the project seemed relatively simple and straightforward on the surface, you can see that underneath 
are all manner of questions and potential problems that must be resolved before you can write a grant proposal. 

Funders rarely want to give an organization grant after grant for the same project. Ideally, they would prefer to 
share their resources with other groups and other projects. Therefore, for better or worse, they want nonprofits 
to stand on their own merits, to find ways to be self-sustaining to the greatest extent possible. 

Because this is a major concern, foundations and government funders are becoming reluctant to fund projects 
that don't take sustainability into consideration in their design. One-time costs like capital or equipment, 
project evaluation, and similar items may be approved if they are needed to make the project successful. But 
if you also need additional staff and benefits, administration and operation costs, or stipends and payments to 
other service providers, funders likely will want to know when and how you expect to incorporate them into 


the agency's annual budget. This is their way of ensuring that the positive outcomes from your project can be 


sustained beyond their grant. 


‘Thus, when funders ask for a sustainability plan, they are really asking how the project will continue and 
where you will find necessary resources after the grant period. 
If your grant program is as simple as the previous one, you must address the issues and resolutions to them in 


your proposal. When your project is more complex and has porential for changing a social condition or problem 


in your community, you will need to plan for the project's sustainability. For example, will it be institutionalized 


into the operations of collaborative organizations and other stakeholders in your community 


THOUGHTFUL PLANNING 


Multiyear Funding 

Projects that have many renewable expenses or that will require a longer time to establish 
themselves and achieve the promised outcomes are good candidates for multiyear funding 
opportunities. In these cases, you might ask for a three-year grant with a set amount each 
year. Alternatively, you could request declining grant awards each year in order to give the 
agency time to incorporate the renewable costs into its budget. If, for instance, you are 
requesting support for a communication and member services program, you might ask for 100 
percent of the costin year one, 60 percent in year two, and 30 percentin year three, and show 


that, as membership increases, the increased fees will support a larger part of the program. 


Community Involvement 

Nonprofit organizations need to involve stakeholders, particularly those who will be directly affected by its 
programs, in planning to solve problems that affect them. This will not only result in stronger project plans and 
greater likelihood of success, but will convey the message to the target population thar they have power, that 
they have a voice in their own lives and conditions. After all, the point of every social change effort should be 
not just to help people, bur to help people help themselves. You can't do that by foisting unwanted projects and 
initiatives on an unengaged population, 


Community involvement, no matter how you define “communi critical to the success of any 


nonprofit effort. 


Why? Consider this: Let's say the copy machine at the nonprofit organization jams frequently and copi 


sometimes have streaks. I's annoying but not unmanageable. Knowing this, a board member surprises you with 
a new machine. It does everything, but because it does, it is complicated to operate and requires you to make 
arrangements for a half-day training program for you and staff members. It comes with one toner cartridge, but 
the cartridge is used faster than your old machine's and replacements are expensive. Plus, you wonder what you 


will do with the stockpile of supplies you have to operate the old machine. 
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Who Are the Stakeholders? 

Broadly, stakeholders are those affected by the direction and actions a nonprofit takes. 
Stakeholders can range from board and staff members to the population served to fellow 
service providers and other community representatives, businesses, and organizations. 
From a strategic planning perspective, they are all important, but the level of their involve- 


ment (based on the effect the project has on them) will vary from projecttto project. 


‘Think of how differently things would have turned out if your board member had simply asked you first. It 
might have spoiled the surprise, but you would have had time to consider the pros and cons and you might have 
found a new machine that better fit your needs. 

OF course, this is a very simple representation of what can happen in very complex relationships between a 
nonprofit organization and its target population. ‘The thing to remember is that just because the heads of the 
nonprofit think that people need something doesn’t mean the people agree. And, providing something that 
people don't want, and sometimes even forcing it on them “for their own good,” can make them resentful. 

When you are designing a school curriculum, it’ likely that funders will want to know if you've asked students 
how they learn best. When you are promoting a smoking cessation program, they will wonder if you've asked. 
smokers what will draw them to attend. If you are trying to reduce unemployment, have you asked the unem- 
ployed what they need to secure and keep their jobs? Has anyone listened? It may be that you want to make the 
case for a new literacy project as a way to address unemployment, bur the unemployed people all tell you that 
they read perfectly well and what they really need are cars to get to and from the available jobs. Since providing 
cars or rides is not a part of the literacy organization's mission, you need not pursue funding for something that 


you have learned is not necessary and would not work. 


Identifying and Involving Other Organizations 
Sometimes in reactive grantsecking, collaboration is mandated by the grantor. Some even identify which types 
of organizations you must work with. For example, the federal Safe Schools-Healthy Students project is offered 


jointly by three departments of the government: education, health and human services, and justice. It, therefore, 


requires three organizations to apply jointly: a school dis 


ict, a mental health service provider, and the local 


police or sheriff's department. 


THOUGHTFUL PLANNING 


No nonprofit is an island unto itself, Whether collaboration is mandated or encouraged, it's generally a good 
idea for applicant organizations to work with other organizations when they design a project. Many nonprofit 
organizations comprise a collaborative simply because they know what certain organizations can bring to the 
problem-solving process or project design. The resources that each of them brings to the design process can 
shape a unique project—one that has a better chance of making a real change in the problem you are addressing. 

When considering which other organizations to involve in a collaborative project, a freelance grantwriter 
can sometimes have an edge over one who works on staff at a nonprofit. Staff people have to know everything 
they can about their own organization, its strengths and weaknesses, and its needs and the needs of its target 
population. So, sometimes, when they need to build relationships, they may tend to call only on organizations 
they have worked with before. Freelancers, on the other hand, work for several nonprofit organizations and 


may have a more objective view of the nonprofit landscape in the community. Because they don’t belong to any 


nonprofit, they can think outside the organizational culture and sometimes suggest very creative relationships. 


Tip 
Remember, most funders understand that your organization is probably not the only game 


in town. If you fail to mention other organizations and your working relationships with them, 


it can raise a red flag in the mind of the funder. 


‘Asa grancwriter, you can help the nonprofit organization identify and involve other organizations in a proposed 


collaborative by writing a brief concept paper describing the problem and the proposed solution. ‘The concept paper 


is used to set the stage for a discussion among potential collaborators to, at minimum, determine if it's something 
that interests them. If the leadership of a nonprofit organization does not know who does what in the community, 


you can help by calling your local United Way or community foundation and asking for suggestions. 


Communicating with Collaborators 
‘Throughout the writing process, the grantwriter will need input and cooperation from all the participant orga- 
nizations on a number of things: the plan of work and its goals and objectives, the budget, and the support 


letters or interagency agreements, to name just a few. 


Keep the lines of communication open whether through team meetings or sharing draft proposals. Be sure 


that before you finalize a grant proposal, every nonprofit leader and those in his or her organization who have 
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responsibilities for carrying out the plan have read and understand the work plan. If you have mapped out a 
plan of work for a nonprofit organization—whether the applicant or a collaborator—you must be sure that it 
knows what it has agreed to do and is willing to perform at the level described for the money that was budgeted. 


Remind the organization thar, if the grant for the collaborative is awarded, i 


entering into a contract and will 


be held accountable for its individual and collective organizational performance. 


Letters of Support 

It is critical to have members of a collaborative send signed letters of support with the grant proposal. These 
letters must confirm the scope of work that each organization has committed to provide and ensure the grantor 
that the organization is engaged and ready to work when the grant is made. 


Every foundation program officer you talk with can tell you of a time in which he or she received a grant 


proposal that touted an exciting and creative collaborative project but was missing letters of support from the 
collaborators. Some can even tell you that, when they went about their due diligence review of the proposal, 
they found that the partners were not consulted during the project design or the grantwriting process. They 
weren't asked for letters of support and knew little or nothing about the project under consideration, In those 
cases, you can guess what happens: the foundation stops the grant review and sends an immediate decline letter 
to the proposing organization. 
Remember, a grant proposal is like a bid, and a grant is a contract. You cannot have a binding contract unless 
all the parties know and agree to its terms. Sample letters of support follow. 
Tip 
It's a big mistake to treat support letters as an afterthought. Whether your project involves 
a formal collaborative or a group that simply provides complementary services, support 
letters are an important part of any proposal. You must plan from the beginning to ensure 
that the letters are ready to attach to your proposal on submission day. 
Letters of support can be drafted by the grantwriter or written by the director of the 
collaborative organization. They must be signed by the executive director or board chair of 
the nonprofit organization and printed on letterhead from that agency. You can choose to 


address the letter to the applicant organization or to the potential grantmaker. 
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Sample: Letter of Support 


May 1, 2012 


Chief of Police 
Big City Police Department 
Anystreet NW 

Anytown, USA ZIP 


This letter is addressed to the 
‘pplcant organization and comes 
from a collaborative agency—one 
that has a stake inthe proposal 
and workplan, 


Dear Chief: 


The Community Mental Health and Substance Abuse Network of Anytown supports the BIG 
project and recognizes the importance of mental health and substance abuse services to serve the 
individuals participating in this program for former prostitutes. A collaborative effort was made 
over the past two years to provide support to the BIG social workers and their clients. <——— 


The 


letler indicates that the 


mental health organization has 
been invalid in the projet for 


‘wo 


years and supports the case 


for “Stakeholder inohement.” 


CMHSA agrees to provide clinical consultation and supervision to the BIG social workers. The 
supervision will be provided by a clinician with experience in assessing and treating substance 
abuse and/or mental health issues. We agree that by providing community based supervision for 


these staff, we may be able to improve coordination and access to other community services. 


We look forward to working with you and your staff on this matter. (ar 


The 


vite affims that he oF she 


understands the scope of workin 


the 


projet plan and the reason 


that this agency was selected to 
provide the senice, 


Sincerely, 


Dr. Shrink 
Executive Director 
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Sample: Letter of Support 


wanting ageno) and is provided 
by the police chi of & ner 
jurisdiction, His community is 
ot providing services but plans 
to coordinate and assist the 
Big City effort. The suburban 
department will nat be eceving 
gant funds to coordinate with 
the Bg Ci, 


The wer confi the ned and 
epands on what seat in the 
gant proposal with anecdotal 
evidence of need. 


‘The commitment to coordinate 
and support doesnot indicate 
that the suburban department 
plans to be a part of the Big 
(t's workplan (or the budget 
forthe gan), but such support 
is attractive to funders since 
they understand thatthe target 
population will receive the 
Senvces they pay for even if they 
ross citys. 


‘hisletters going dirty tothe. -—P> 


May 15, 2012 


State Department of Community Health 
Office of Drug Control Policy 
Capital City, USA 


Dear Mr. Grubbs 


The Suburban Police Department last year received nearly eight hundred calls for service from a 
local hotel on the border of Suburban and Big City. The hotel is known for renting rooms by the 
hour to prostitutes and johns. 


The problem is so profound that we recently received a grant to allow us to assign one 
community police officer to the three-and-a-half blocks surrounding the hotel. The officer 
reports that he has made some contacts with the prostitutes and has tried to assist them in getting 
help: however, current support services do not appear responsive to the needs or lifestyles of 
prostitutes. For instance, one woman told the officer in January that she had an appointment for 
drug rehabilitation scheduled for April but lacked transportation to the site and had failed to 
reschedule. 


The problems of prostitutes and prostitution are not bounded by jurisdictions, Both the chief of 
the Big City Police Department and | are convinced that prostitution is a problem that requires 
not only coordinated efforts on behalf of social service agencies but also coordinated law 
enforcement, The Suburban Police Department plans to link its Community Police Officer with 
BCPD’s BIG program so that prostitutes working on this side of the city limits receive the same 
assistance as those working within Big City. 


I strongly endorse BCPD's application for a Byrne grant to support the pilot BIG program and 


believe that, working together, our departments can develop effective practices to reduce 
prostitution and its negative effects on our communities. 


Sincerely, 


Chief Don Donaldson 
Suburban Police Department 


CHAPTER 5 


Berore You WRITE 


Planning is critical co writing successful proposals. Be sure to schedule tasks and develop a framework and 


outline before you write. 


Planning the Process 

‘The steps involved in planning to write proactive and reactive grant proposals differ. Before the grantwriting 
can begin in a proactive grantseeking approach, you need to assess funding needs, identify potential funders, 
research their guidelines, meet with foundation staff if possible, and, sometimes, write letters of inquiry. 

‘The planning process for reactive grantwriting includes reviewing the RFP, determining the fit between the 
nonprofit organization and its programs and those outlined in the REP, and planning a comprehensive response 
thar meets both the funder's requirements and the nonprofit’s mission and goals. 

Further, there is a process to writing grants that is both similar to and different from the process for most 
other types of writing. The writing process for either a reactive or a proactive proposal will include most of the 
components that follow: 


* Gather information on the organization, its target population, and/or the problem it is addressing, 
Study it so that it’s familiar to you. Find out what industry-specific terms mean so you can explain 
them to others, if needed. 


* Outline the grant proposal. Use every header in the instructions as your own and keep the headings 


in the specific order given. 
* Develop a schedule for writing, review, completing forms, and securing signatures. 


+ Request letters of support from collaborators or draft an interagency agreement for review by all partners. 
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* Write as complete a first draft as possible. 
* Meet with the design team or client to review the draft. 


* Write a second draft. 


+ Recruit an outside reader, someone who is unfamiliar with the agency or project and who can let you 


know what they understand about the project and when they have questions. 


* Complete the final edits based on input from readers and the design team. Ensure time for thorough 


review and approval by all collaborators. 


* Complete all forms and schedule times for securing the signatures of required parties (usually the 


executive director and/or board chair of the nonprofit). 


* Pur the grant proposal packet together and make copies. Generally, you will send the original and a 
requisite number of copies (this always varies) to the funder and reserve one for each of the involved 
agencies and one for your own files. 


* Ship, upload, or deliver the grant in whatever way needed to ensure that it arrives before the deadline. 


Scheduling to Meet the Deadline 

All REPs have deadlines. They are absolute and final. If the proposal arrives an hour late, it will be thrown 
away or returned unread. Even if you submit electronically through grants.gov, you must have the document 
and attachments loaded and ready to submit before 5:00 p.m. Eastern time on deadline day. The government 


provides a warning thar if its website crashes on deadline day and you miss the submission time—even though 


it’s nor your fault—it will not consider your proposal. The government makes no guarantee that the electronic 
submission process will work at all hours, so you must plan ahead. There have been a few, rare exceptions in 
which extensions have been offered—in the aftermath of major disasters such as 9/11 or Hurricane Katrina, for 
example. These extensions were available only to those directly affected by such an event. 

Foundation deadlines are as absolute as the individual foundation makes them. Some have no deadlines, but 
provide in their guidelines the dates they make grant decisions and request that you submit thirty to sixty days 
in advance of those dates. Ifa foundation offers a request for proposals, the deadline for submissions will be firm 
and late submissions will not be considered. Sometimes, if you have a good relationship with a local funder, it 
will give you a one- or two-day grace period on a submission when it already expected the proposal and you can 


provide a strong reason for not meeting the original date. If you dontt allow yourself to get a reputation for late 


submissions, it will likely look more kindly on the rare instance that you must request an extension. 
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‘Asa preliminary to writing a proposal, you should build a schedule so the rest of your team (clients, collabo- 


rating agencies, staff, etc.) knows what to expect and when they will be asked to contribute. Work backwards 
from the deadline to ensure ample time for reviews and crisis management. It’s Murphy's Law that the tighter 


the deadline, the more likely a time-consuming crisis will arise during the process. 


Following is a sample schedule for a grant that is due approximately five weeks from the start date: 


Sample: Grantwriting Schedule of Tasks 


Due May 16 
Date Task Responsibility 
‘ASAP Find out if state gets MHTSIG (Mental Health _ | School district 


Transformation Infrastructure Grant) and EECM 
(Education Emergency Response & Crisis 
Mgmt). Must coordinate with them if they do. 
Find out how and what’s expected. 


ASAP Tdentify Juvenile Justice authority to participate | School district 
in project 

aii Develop interagency agreement Writer with team review 

aia Gather and send to writer all data for needs trict, mental health 
section (e.g., # & type of problems in schools, # | provider, law enforcement 
& type of problems seen by juvenile justice, partner 


annual report—basic numbers and test scores 
from district, # of suicides or other profound 
problems, disciplinary actions, anything else you 
can think of) 


4/13 or 14 | Team meeting, flesh out program plan All 

wis Develop drat project budget Writer, partners, and district 
finance dept. 

a0, First draft completed writer 

By 4734 ‘Comments due to writer Team 

By 4/24 Draft all letters of support and submit to district | Collaborators 


office (district office to follow up on expected 
letters that have not arrived by this date) 


By S/I Second draft for review; final budget review | Writer 

By 5/5 Second draft sent to 3°-party reader for review 

By 5/5 ‘Comments due to writer, Full team meeting to | Team 
discuss and resolve any issues 

By 58 Final draft; copies to partners for last review and | Writer 
approval, 

By 5/12 ‘Complete all cover sheets, forms and budget | Writer 
forms 

5/3 Review by 3“ party reader 

By 5/14 All forms, interagency agreement, and support _ | Writer (team members to sign 
letters signed and ready. Compile all parts of | as appropriate. Documents 
proposal and make requisite number of copies. _| held at district office 5/12- 

5/4) 
3/15 or ‘Overnight ship original and five copies of Writer 


before proposal. 
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Reviewing Drafts 


Icis critical that you build draft reviews into your grantwriting plan. As you write, you will have to make judg- 
ments about the work that needs to be done or flesh out the information provided to you. Those who will be 
doing the project work must understand what you are assigning, agree that staff can and will carry out the work 
plan, and agree thar the budget for the work plan is reasonable. Further, if collaborating agencies are involved in 
the project, they must all agree that their assignments and budget allocations are reasonable. These review ses- 
sions are not meant to be about correcting grammar and spelling errors in your draft, although you may receive 
such corrections during the meeting. Keep notes about these edits and try to keep the meeting focused on the 


big picture—the plan of work for the project, the proposed outcomes, and the budget allocations. 


Tr’s always helpful to get a “cold reader” before you finalize the grant. This person should be unfamiliar with 


the organization and project. Give the reader the RFP or guidelines and ask him or her to read and score the 
grant proposal based on the criteria or rubric provided in the REP. If possible, ask someone to be responsible 


for proofreading the final draft. Generally, the writer will have become too close to the work to do a good job of 


proofing, so it’s better to assign this work to the cold reader or a willing team member. 


Working in a “Cloud” 

Sharing drafts with reviewers on a password-protected Internet-based application can 
consolidate multiple reviewers’ responses—and save you the time of compiling multiple 
comments. There are many options for sharing files in an Internet-based file hosting ser- 
vice that allows users to upload files to a cloud storage and then access them from a web 
browser. Using an application such as Windows SkyDrive allows people to work in real 


time on the same document—so you can keep working while you are waiting for feedback. 


The Framework 


Following Directions 


Guidelines and REPs are really directions for what needs to be included in a grant proposal. You, as the grant- 
writer, must follow those directions exactly. It may be as simple as following the outline provided and presenting 


the information in the order requested in the outline, Alternately, the directions may be quite detailed, prescrib- 


ing, in the case of hard-copy proposals, the font and size type you must use, page limits, margin sizes, line 
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spacing, type of paper to use, use of bindings or staples, and much more. Electronic grant applications also have 
instructions and limitations, particularly on length. These limits can be as restrictive as 300 characters, includ- 
ing spaces, allowed for describing and quantifying a problem. If you don't edit prior to uploading your narrative, 
and use your tools to count characters or words, the online system will simply lop off any excess—right in the 
middle of what might be your most important point. 

Being disqualified for a technical error is heartbreaking, but there is a reason beyond that for following the 
directions. Government grant reviewers are given score sheets and a stack of proposals to review. If they have to 


work to find whether you've responded adequately to a section of the proposal, they will reduce your score. If 


they can't find the section because you've put it in the wrong place, they will assume that you missed it. On the 
very rare occasions that a section of a proposal is not applicable to your organization, you must still enter the 
headline and write “not applicable” or risk having the reviewers reduce your score because they assume that you 
chose not to respond. 

Once again, you will find that foundations are more forgiving. It is not unheard of to have a program officer 


or grants manager call you if you forget to attach your IRS letter or board roster to a proposal or to ask you 


to submit additional narrative information after the deadline. Nonetheless, because it's a reflection of your 


professionalism, you should follow the outline provided in the foundation guidelines and deliver complete grant 


proposal packets by the submissions deadline. 


Outlining Your Proposal 

To ensure that you follow the directions, always outline the entire proposal (or paste it into a new document if 
the REP or guidelines are electronic). If provided, include the point value for each section so you can concen- 
trate your narrative on the parts that the grantor deems most important. Make notes for yourself about special 
information you may need to gather or strategies you need to incorporate into the narrative. The outline 
in on the next page was created from the REP for the Safe Schools-Healthy Students program offered by 


the federal government. 


Os 
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Sample: Grant Proposal Narrative Outlines 


There are two important points 
here. Fist, when the guideline 
ays small “a forthe ist Se: 


‘tion, label yours with a small +» a, Problem to be Addressed (20 points) 


." Second, notice that the 
writer has indicated the points 


pea for judging and wil ;—» 1. Magnitude or severity of the problem to be addressed 
emphasize work on sections 
Masia Carsten wil 2. Extent to which gaps in services and resources exist and the magnitude of the 
100 points. gaps; extent to which community is ready to improve current conditions 
v 
| 3. Factual basis for problem including data at minimum to include: 
* Student alcohol drug use and violent behavior 
BiG * Incidence and prevalence of alcohol/drug use among youth The siedings ca be abbr 
umber * Weapon carrying or possession in schools Ppeiigrettenionad 
* Serious and violent crimes in schools in Services’ so the readers can 
© Truancy and other unauthorized absences fade sa eee 
‘The grantmaker wants not only * Suicidal behaviors ‘tes $0 he or she wil include 
ta on the folowing indicators, * Suspensions and expulsions Ls te See ee 
pelea * Probation among students ead te Ge teas Ue fare 
Most ofthe deta it come fam Students in juvenile justice placements the tte, 
hed secos at the wer Students in foster care/child protective services 
ila hae cont he pice 
cea ienoaaee * Abused and neglected students 
beastie sateen’ a * Emotional and behavioral disorders 
so * Attendance and academic performance data 
> 4, Community risk factors including: 
* Socioeconomic conditions (poverty level, free/reduced lunch) 
* Population turnover 
© Racial and ethnic composition 
* Housing density 
* Household composition 
noe oe * Crime and delinquency rate (including domestic violence/rape) 
tion can found on many city * Suicide rates 
websites Ifyou are nine years 
from the last census, the data ‘ 2 
Se a banat 5. Assessment of community resources for children and youth 
Number of after school programs 
Number of youth served by programs to build social skills 
* Number and quality of community mental health and social service organizations 
available to provide services to children, adolescents, and families 
* Number of youth participating in academic readiness programs 
Number and type of early intervention services and programs 
* Number and types of law enforcement prevention programs 
* Number and quality of substance abuse prevention programs 
Presence of a community antidrug coalition 


b. Goals and Objectives (10 pts.) ~< 
ts 


2. 


3. 
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Measurable, definable, and attainable 


Lead to healthy childhood development, positive mental health, safe, disciplined 
and alcohol- and drug-free learning environment 


Measurable action steps to achieve goals 


Goals and objectives most often 
ae presented a a pat of the work 
Plann this case thy af separate 
sections ofthe pops 


c. Design of Proposed Strategy (30 points) (emphasize #9...ten points for it alone) *7] 


15 
eg 


3. 
4, 
. Identify performance measures for short-term, intermediate, and long-term 


8. 
9. 
10. Ease of replication (documentation) 

11. Meets goals and objectives of the community’s comprehensive plan 


d. Evaluation Plan (10 points) « 


Represents comprehensive network that addresses, incorporates, and integrates 
all elements of the Initiative 

Intervention is appropriate to age and developmental levels, gender, and ethnic 
and cultural diversity of population 

Describes programs, activities, and services 

Linkage between activities and objectives 


objectives 


. Coordination with similar or related efforts and linkages with appropriate 


agencies and organizations (including community, state, and federal resources) 


. Plan to collect data related to violence from a variety of sources such as mental 
health services, social services, schools, law enforcement, and juvenile justice 
ee 


Potential support after grant period 
Evidence-based research to support elements 2, 3,4 | <———————- 


The 


writer has looked at the 


scoring and inserts @ reminder 
to emphasize #9, meaning that 
research that suppor the design 
ofthe projet shouldbe included 


The 


EP requests information on 


sustaining the project ater the 
ant period, 


e. Management and Organizational Capability (20 points) 


f. Budget (10 points) 


‘When the witer responds to 2, 3, 
and 4, be or she wil have to ote 
research and source material that 
supports selection ofthe program 
rode 


There is less detall under the 
following thee points. There are 
ho subheadings, and the grantor 
Provided litle information for 
what to Include, assuming that 


points were understandable 


without specif intutions. 


Here the write wil emphasize the 


ster 


nh of the applicant orga 


zation and its history of managing 
large rants, 
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Common Grant Applications 

Most foundations provide an outline of the grant proposal in their guidelines. Some say that they accept 
“common grant applications,” which are generic applications developed by a group of foundations or various 
regional associations of grantmakers (RAs) for use by their foundation members. The RA will also provide 


grantseekers with a list of the foundations that accept the common grant application. 


ion of Grantmakers and is 


‘The sample outline on page 69 comes from the Minnesota Regional Associ 
available, along with several other common grant applications for different regions, at the Foundation Center's 


website (www.fdncenter.org) or from individual RA websites. 
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Sample: Foundations’ Common Grant Application 


Minnesota Common Grant Application Form 


PROPOSAL NARRATIVE, Serena 

Revised December 2012 Paci Feige 
here. Subisions to the federal 

Please use the following outline as a guide to your proposal narrative. Most grantmakers prefer | sovemment rare requir 3 coer 

up to five pages, excluding attachments, but be sure to ask each individual funder if they have ee 

page limitations or any additional requirements. Also, include a cover letter with your 

application that introduces your organization and proposal and makes the link between your 


proposal and the mission of the grantmaker to whom you are applying, <——————— 


Number section one wih “1” and 
I. ORGANIZATION INFORMATION + its subsections as “A,” “8,” "C,” 


and soon. 


A. Brief summary of organi: 


zation history including the date your organization was established. 


B. Brief summary of organization mission and goals. 
in this case, the organizational 


: descrition i fist. More often, 
or activities, including any service fewest ome cones 


ighlight new or different activities, if last in the proposal 


C. Brief description of organization’ s current programs 
statistics and strengths or accomplishments, Please 


any, for your organization, 


D. Your organization’s relationship with other organizations working with similar missions. 


The suggests that you have 
‘communicated withthe individual 
funder and eared of its specifi 
nd Volunteers, requirements, so, you should 

ad points to your outline so you 
remember to Include tha infor: 
‘in in your marae. 


What is your organization's role relative to these organizations? 


E, Number of board members, full-time paid staff, part-time paid stat 


F. Additional information required by each individual funder.._§ <——————————| 


IL PURPOSE OF GRANT 


y There are two diferent fomats 

included ere, one for thse seek 
- General operating proposals: Complete Section A below and move to Part III - Evaluation, | ing peatina suppor andthe 
= All other proposals: Complete Section B below and move to Part III - Evaluation, ite or these Seale See 


or project support. Same funders 

also have diferent narrative 

‘A. General Operating Proposals requiemens for small nd ge 

trnt requests, and ome ave dl 

mee ferent narate requirements for 

1. The opportunity, challenges, issues, or need currently facing your organization. cepa jects than for progam 
sung. 


Overall goal(s) of the organization for the funding period. 


3. Objectives or ways in which you will meet the goal(s). 

ote thatthe foundation wil want 
to make sure that if provides 
operating sppon, our rani, 
ton kotha it sould ok 


4. Activities and who will carry out these activi 


5. Time frame in which this will take place. ieee ene 
< dependent on thei suppor alone. 


6, Long-term funding strategies. 


7. Additional information regarding general operating proposals required by each individual 
funder. 
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[7 


your organization were making 
an application for operations, 
you would delete section & 
from your otine for 8 program 
ropa), delete section A and 
begin your narative with the 
heading, “8.” 


+> All Other Proposal Types 


1. Situation 


a, The opportunity, challenges, issue, or need and the community that your proposal 
addresses. 


The foundations want to know 
‘who the stakeholders are and 
how you involed them in the 
rogram design. 


b. How that focus was determined and who was involved in that decision making 
> process. 


2. Activities 


Overall goal(s) regarding the situation described above. 


Sometimes the proposing 
organization wil carve out 3 
financial niche foreach funder, 
asking one for an educational, 
component, another for 
evaluation assistance, etc, 
In keeping with the diferent 
foundations’ interests. However, 
ifthe foundation does nat ask 
this question, let them choose 
how they want to support the 
ganization, 


b. Objectives or ways in which you will meet the goal(s). 
+>. Specific activities for which you are seeking funding. 
d. Who will carry out those activities. 


e. Time frame in which this will take place. 


£. How the proposed activities will benefit the community in which they will occur, 
being as clear as you can about the impact you expect to have. <——— 


g. Long-term strategies (if applicable) for sustaining this effort. 


They are asking for planned 
outcomes, 


Il. EVALUATION 


A. Please describe your criteria for success. What do you want to happen as a result of your 
activities? 


B. How will you measure these changes? 


C. Who will be involved in evaluating this work (staff, board, constituents, community, 
What will you do with your evaluation results? 


The funders want to know if 
the evaluation will be angoing 
and wil be used to reise the 
bioject when i's not working, 
and whether 8 final evaluation 
wil be shared wit others. 


consultants)? 
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The writer wil prepare a checlst 


ATTACHMENTS ~~ ‘to ensure that all attachments are 
included wih the application 


Generally the following attachments are required: 


1, Finances 
C1 Most recent financial statement from most recently completed fiscal year, audited if 
available, showing actual expenses. This information should include a balance sheet, a 
statement of activities (or statement of income and expenses) and functional expenses. 

Some funders require your most recent Form 990 tax return. 

Organization budget for current year, including income and expense: 

Project budget, including income and expenses (if not a general operating proposal). 
Additional funders. List names of corporations and foundations from which you are 
requesting funds, with dollar amounts, indicating which sources are committed or 
pending. 


oo00 


i) 


. List of board members and their affiliations. 


. Brief description of key staff, including qualifications relevant to the specific request. 


4. A copy of your current IRS determination letter (or your fiscal agent’s) indicating tax-exempt 
501(c)(3) status. 

5. If applying to a corporate funder only: if an employee of this corporation is involved with your 
organization, list name and involvement, 


Be sure to check each funder’s guidelines and use discretion when sending additional 
attachments. 


CHAPTER 6 


THE Five Core COMPONENTS OF EVERY GRANT PROPOSAL 


Most grant proposals, whether reactive or proactive, contain five core sections: 
An abstract or executive summary 
+ The statement of need or problem 
* The project description 
* An evaluation plan 


* Abudger 


‘Though there may be additional sections, such as those described in chapter 7, or additional requirements, 
such as the cover letter discussed in chapter 8, it is critical that a serious grantwriter master these components— 
learn the expected content, where to find information, and how to craft a clear, concise response. 

‘The first three of the five core components are illustrated with sections from one grant proposal. It was writ- 
ten in response to a federal REP that seeks to support organizations classified by their states as local workforce 
development boards with experience providing skills development to help unemployed people find and retain 
jobs. The federal government further wants the applicants to use a portion of their grant award to regrant 
to small faith- and community-based organizations (FBCOs). Although this sample proposal would be clas- 
sified as reactive, you will see many of the same key components in many foundation guidelines that you 


approach proactively. 


Executive Summary or Abstract 
‘The executive summary (also called an abstract) can range in length from one paragraph to one or two pages. 


Each funder will have specific length requirements for this section. 
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‘The executive summary is your reader's first impression of the work. To make a good impression and leave the 
reader eager to read the body of the proposal, craft this section carefully. Pull out the most salient information 


and 


ighlight the strength of your project and organization. ‘Tell the reader up front what you are going to do 
and what you want the grantmaker to do. 

‘The primary points in the executive summary will succinctly cover the other four basic sections of the grant 
proposal. Discuss the need or problem, the approach you will rake or other key information from the project 
description, how you'll evaluate the program, and what it will cost. You'll also introduce your organization, state 
your grant request, and discuss how the project meets the grantmaker’s stated goals. 

Always write the abstract or executive summary last. That way, you can pull information from the proposal 
narrative and highlight only the most critical items. It is presented here first because it is the first thing the 


grantmaker reads. A sample executive summary follows: 


Sample: Executive Summary 


The applicant is intoduced. 
The statement additionally 
speaks directly tothe fed 
ral gant focus on FBCOs. 


‘A mandate contained in 
the REP is that gant money 
cannot be used to asst ex 
offenders or violent cri: 


This Statement summarizes ‘The Recidivism Reduction Team (RRT) in Keller County, Midwest State, 1s a coll 
the need for senioes. 


nals in becoming employed. 


Executive Summary 


effort among njore than 40 businesses, faith- and community-based organizations, local funders, 
law enforcemept agencies, and probation offices. Its mission is to coordinate the many services, 


iis such , mentoring, job training, job search and placement, transportation, emergency 
8 paricipant in 3 regional services, and/o¥ drug/aleohol treatment that exoffenders need to adjust successfully to living in 
inate sot the local community. ‘The existing collaborative was a key deciding factor for Keller County's 
selection as one of eight Midwest State Prisoner Reentry Initiative (MPRI) pilot projects to begin 
The gante wil be ESS, te local | Le this fall in Midwest State 
branch of the state's workforce 
deopment bord 3s these agen x 
Polpapabetnesbeers On behalf of the RRT, Employment Service System (ESS) seeks a federal grant of $660,000 to 
Set put fundegforthsaflang | PPraddress the needs of approximately 250 nonviolent/nonsexual offenders, parolees, and 
probationers in the coming year. Qualified RRT member agencies will receive portions of grant 
funds for providing employment training and placement and mentoring; remaining funds will be 
Lelie) used to fund coordination of wrap-around support services and indirect costs for the lead agency. 
and the ttl grant request 
fem the budget prod. ‘The RRT is establishing an exoffender Employment Resource Center (ERC), which will provide 
a forum for collaboration among private businesses, nonprofits, faith-based organizations, and 
government organizations to coordinate the resources and services that promote self-sufficiency. 
The wer ry igs ‘The Center is modeled on a successful pilot workforce development initiative, The SEED, which 
plvchapabelaes has successfully moved dozens of individuals along progressively higher-pay and higher-skill aay coamzgan agar 
theodore has een eorcey eee ence i reqiement that ES wl 
tie and ped cst regan funds to relevant 
===> Performance outcomes for the initiative will include the examination of variables impacting the | local faith and communi 
central issues of recidivism and community benefit. In the assessment of recidivism, such besos baie eae 
variables will include comparative analyses of 1) rearrest (broken down by crime severity and | fetorowsigt 
time-to-crime information), 2) completion of program training and/or treatment, and 3) 
compliance with parole rules. An examination of community benefit outcomes will include 1) 
employment (e.g., attendance, retention, and changes in earning), 2) housing (e.g., levels of 
Fata pees transience and property ownership), 3) family dynamics (e.g., reconnection with children, 


ation rhe popes projet. 


payment of child support), and 4) payment of restitution, 
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Statement of Need or Problem 

Once, the “statement of need” was just that. If your target population was poorer, had more illness or more 

school failure, or lived in more substandard housing than another program's target population, you could prove 

the greatest need for grant money. Those with the greatest need were often first to receive grant funding. 
Today, this section is most often called the “statement of the problem,” and itis where the proposing organiza- 


tion clearly identifies the problem as it exists in its community. In its analy 


the grantmaker will be looking 
for those programs that hold the most promise for addressing the problem. 

Irs a subtle bur important distinction. Grantwriters who continue to approach grantwriting with the old 
thinking tend to write grants that sound like the organization is entitled to the money because it has the most 


need for money. Consequently, they often do not present the most creative or innovative solutions to problems. 


Six Things a Grantmaker Looks for During Proposal Analysis 


* Does the proposal fit within the funder's strategic objectives? 
+ Is the plan of work reasonable given the proposed time frame, staffing, and budget? 


+ Are the characteristics that are important to the funder, such as model of practice, demonstrated 
in the proposal? 


* Ave the goals, objectives, and work plans aligned and clear? 
* Is the proposed work a good fit with the applicant's mission and expertise? 


+ Does the proposal seek funding in an amount appropriate to the funder? 


Dealing with Awkward Narrative Order 

Can you imagine having a conversation with a stranger in which you spend an hour telling him why you plan 
to do something before you ever tell him what you're going to do? It seems odd, but that’s exactly the order of 
information in most grant outlines. First you tell why, then you tell what. 


Once you get used to i 


it becomes a natural way to approach grantwriting. As discussed earlier, grantmaking 
follows certain trends. Years ago, it was appropriate to have the need statement come first because it was the 
most important criteria for judging which organizations and projects were most necessary to a community 


and which communities had the most need for funding. Today, the statement of need comes first precisely 


| 7% 
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because identifying a problem is the first step in problem-solving models. The grantwriter must demonstrate 
a thorough understanding of the problem and later in the narrative connect the solution (project plan) back 
to the problem statement. 

Grants often are given for the most pressing issues, but as funders have grown more sophisticated, they are 
responding to those issues with the most creative and need-responsive programs. In these cases, the depth of 


need, while still a consideration, becomes secondary to the strength and responsiveness of the program. 


Introducing the Organization 

‘To further complicate things, try to imagine telling both why—and what—before you tell the person listening 
who you are! Because the order of grant proposal sections listed in RFPs tends to leave organizational descrip- 
tions for the end of the proposal, it may appear that you should wait until the end to tell the reader about 


your organization. Savvy grantwriters get around this by introducing the organization in the first one or two 


sentences of the problem or need statement. 
‘The introduction should be very brief and should be necessary to the statement of need or problem. For 


instance, you could provide a descriptive phrase as in the following: “The Central Media Group, a collaborative 


of public access radio, television, and print media, serves the population of Conroy, Nevada.” In instances such 
as that illustrated by the sample proposal, because there are very few qualified applicants, it instead introduced 
the location of the applicant and the service population. 

Tip 

Do not use the need section to discuss the needs of the applicant organization. Use it to 


discuss the needs of the community in which the organization works. 


Using Data 


In many cases, the RFP will dictate what sort of information the funder wants about the community in the 


statement of need, for instance, poverty rates, high school graduation rates, number of minority families, or 
percentages of people affected by a medical condition. In other cases, the funder leaves open which data you 


will present to make the case. 


Context is important. IF your community problem is high incidence of povei 


in an isolated neighborhood, 
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your antipoverty project will, of course, focus on the isolated neighborhood. If you intend, instead, to pilot an 


antipoverty effort in a place of need, but not necessarily the greatest need, you might select a more economically 


diverse neighborhood that promises a greater likelihood of success. In the latter case, you should also describe 
why you selected that neighborhood over another. 

Data include both numbers (hard data) and testimony or input from participants (soft data). Hard data are 
not difficult to find. Census data are collected and updated every ten years and often can be updated from local 
sources. Practically every business and nonprofit organization now collects data. The difficulty comes in 
through the wealth of information to find the right data to support your case. 

Use the most current data you can find. If the data are critical to making your case, but are not current, 
consider having them updated by a local university or market research firm. With outdated data you risk 
appearing as if you are behind the curve, developing a response to a problem that may already have changed. 
For instance, in the early 1990s, the nation’s unemployment rate was around 2 percent, and many nonprofits 
tried to help businesses recruit and retain scarce employees by offering training programs, mentoring initiatives, 
and similar development efforts. The 2010 census data show a very different pattern of employment. In the 
past ren years, the unemployment rate has risen rapidly, particularly in communities that have a large number 
of manufacturers. Today, a nonprofit organization could best help these communities by designing programs to 
retrain displaced workers or to attract new employers to the region. 

When you use sources outside your organization for data, you must cite those sources either with footnotes 
or within the narrative as in “according to the local health department 

‘The purpose of the needs or problem statement is to lay the foundation for the case you are building for 


funding, Use data as a primary tool to state your case. 
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Sample: Statement of Need 


Keller County, in southwestern Midwest State, has long been known as a manufacturing center 
but today is becoming known for its growing rate of unemployment. In 2000, the County had a 
population of 574,335, approximately 35 percent (197,800) of whom live in the central City of 


Green River, Midwest State’s second largest urban center. In the City, approximately 40 percent 

of the population is of a minority ethnicity, while in the County, ethnic minorities account for iy Fishes Hv eet evel be 
approximately 20 percent of the population. Poverty is also concentrated in the City: nearly 16 | implenented and cies the rsouce 
percent of City residents live in poverty, according to the 2000 Census, <—————— (2000 Css for dat 


Since the last census, family incomes in Keller County have decreased overall. The jobless rate nea gia mem 
climbed from 2.2 percent in early 2000 to 8 percent in March 2004, exceeding the then-5.7 forme nea aan 
percent national jobless rate. With 2005 rates fluctuating around 8 percent, according to the ‘on the rise there i apt to be even 
Green River Press, Midwest State now has the highest unemployment rate in the U.S, <———]_ tet iicaty puting extend 


erin jos, 
‘The economic mainstay in Midwest State has always been manufacturing, but in the past few 

years, thousands of individuals have become unemployed, Part of the problem is that LJ ies & good ide for gant 
manufacturers are moving offshore, but a bigger issue is that those manufacturers that remain in | 2% suse toa 
the community require higher level skills—skills that few in the existing workforce have stead dat aot bel 
developed, Other growing economic sectors—healthcare, information technology, hospitality, | prbiens 


and biomedicine—recruit from outside the community to find applicants that meet their 


requirements. 


This would be an argument for 
providing training to potential 
When the unemployment rate was low, employers recruited employees from nontraditional workers curently ingin the are, 


sources, Manufacturers seemed to have a near unending need for people they could train and 
struggled to find appropriate placements for individuals with disabilities, limited English 


proficiency, or long-term welfare dependence, Today, however, even individuals with strong [Ths eanple pnts a comm 
employment histories search for jobs alongside those who face barriers to employment. <——] lnecnomi arson, 


Even before the recent and dramatic rise in unemployment, it was difficult to ameliorate the | 


many batriers faced by those just released from jail or prison. They need jobs to build new lives, 
but when released often have little or no support from family or friends, no housing, sais sine sae 
transportation, work history, or healthcare; they hafe limited education and training and few et eee 


inn, 
workplace-appropriate skills. Often, they are addicied to drugs or alcohol, suffer from a mental 

illness, or have other difficulties socializing, and nfst are unaware of the “hidden rules” that 
Ruby Payne in "Understanding the Culture of Poverty,” claims help middle-class working, 


Americans obtain and retain employment. The Midwest State Department of Labor and ARETE 
Economic Growth (MDLEG) estimates that 75 percent of armed-services veterans seeking work | efit te oa station 


through a one-stop have an offense on their records and have found no one resource that is 

tailored to their needs. t ! 
A “One-stop” is a term familiar to 

Currently, there are approximately 5,685 exoffenders in Keller County; approximately 4,500 of | te popsal ade. 


whom are on probation or parole. Another two thousand prisoners are released into the | 


community each year. If past trends continue, more than 48 percent of those released this year 


will return to prison or jail within three years. The data in tis satement come 

from the probation depart, 
: 2 cllaboratar tothe project. 
For many years, several small and large faith- and community-based organizations grappled by | Nonetheless, the granite 


themselves with the issues surrounding exoffender reentry, In 2002, they approached a ‘Should have cited the source. 
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These iniiduals and organize 


heat Gonads community organization, The Convenor, to help them identify and bring together others to 

problem and have been woking discuss shared problems and solutions, Together, more than forty organizations have formed the 
pees ct eas oie Recidivism Reduction Team, a collaborative effort among businesses, faith- and community- 
ie hse dbaa tne based organizations, the Workforce Development Board (WDB) local funders, law enforcement 
broad based community sup and probation, and the Midwest State Prisoner Reentry Initiative (MPRI), to develop a new 

aes ees eee system for assisting individuals in building law-abiding, self-sufficient lives after incarceration. 
also demonstrates that this 4 
colaboatie snot developing Economically, Keller County cannot afford to ignore the problems of exoffenders. 

Peder baste Unemployment robs the County of income taxes; increased or repeat crimes cost victims, police, 


ance 


courts, and the larger community; and the cost of incarceration robs the community of 
resources. The cost of incarceration exceeds the cost of assistance that might prevent it: 
residential substance abuse, for instance, costs an average $45 a day compared with $77 a day for 
prison. 


These data are provided, again by it . i ibuti : 
A SESE Ie Neither can Keller County afford to lose the potential contributions of many parolees and 


eraa te probationers. While entry-level manufacturing jobs are becoming more scarce, last year, 
healthcare providers sought to fill more than 1,000 entry- and mid-level jobs. Those 
manufacturers that have stayed in west Midwest State are seeking workers with specialized 
and/or technological skills—skills that could be developed, under the new Recidivism Reduction 
Team model, among prisoners while they are still incarcerated, 


Project Description 

The project description is the heart of your grant proposal. In it, you will describe the purpose of your project, 
present the strategies you have selected, and lay out your plan of work. The project plan comes from a team of 
organizational staff, and sometimes collaborators, who determine a course of action that addresses the problem 


or need and accept organizational responsibility for implementing the effort. 


Responding to the Stated Need 


Each sec 


nn of the grant proposal narrative should build from the previous section and lay the groundwork 
for the next. The project description, then, must derive from the problem or need statement and set up the 
evaluation plan. 

Make deliberate links throughout the narrative, describing the project plan with references to the statement 
of need or problem. Begin these statements with “because,” as in “because there are x number of arrests in the 
pilot neighborhood for domestic assault, our nonprofit organization plans to collaborate with an organization 


that provides communication training, anger management, and dispute resolution workshops.” 
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Strategies 
Within the narrative, you will describe the strategies the organization (and its collaborators, if relevant) has 
selected to approach the problem or remediate the need. You will want to cite when the strategies are proven 
effective as the grantwriter in the sample does when he or she suggests that the ex-offenders will use a process 
similar to the proven SEED model to develop job skills and move workers from entry-level jobs to more highly 
skilled and higher-paying jobs. 

Alternately, the team may have designed an entirely new approach to an old problem. In this case, describe 


the strategies they plan to use, why they were selected, and the ways i 


which the approach can be replicated 
elsewhere if it proves successful. In the sample, if the SEED model did not exist, you might write, “ESS has 
established a new model for moving individuals from unemployment to full employment in good-paying 
jobs. The model involves a series of three certification levels...” and go on to describe the method involved in 
employee certification as well as the employer interest in the model. 

Following is a brief section of the project description from the sample grant proposal, which describes the 
methodology the organization will use to select subgrantees, the faith- and community-based organizations that 


will receive grants and report to ESS: 


This is an established model 
understandable to the ead. 


Sample: Project Description 


Y 1 larger organization the SS 
Subgrantee Selection Methodology: ESS will use an RFP process to identify and select ce ee 
subawardees among faith-based and community organizations that will form the support system — | pased- and community-based 


for ex-offenders. < ‘organizations can. 


In the RFP process, ESS will ensure that applicants meet eligibility requirements for small 


FBCOs . It will also, with assistance from the Recidivism Reduction Team, identify the services a aaaa apa 
needed by exoffenders and solicit applications from at least two each of providers of mentoring, _| ra sence hat he spleat 
child care, transportation housing, substance abuse treatment, job skills development, life skills, | sted inthe last section were 
education, money management, and other needs. It will set forth the goals established in this eee) ees 


proposal. The RFP will contain reporting requirements and deadlines, which will be reiterated 
and agreed on before a financial subaward is made. + ctl oe ie ae 
Notice of the availability of RFPs will be mailed to members of the Recidivism Reduction Tt Otciee 


that it can report to the federal 
Team and to other identified faith- and community-based organizations and will be published on | goverment. 


s website and in area newspapers. GRACE, an organization that provides services to 


thousands of area churches and synagogues, will announce availability of the REP and its This statement describes how 


deadlines in its newsletters to congregations and through a Listserv. <————————————_} set et i 
ESS and other members of the Recidivism Reduction Team will hold two workshops to assist. | toparuny 


potential applicants with their responses to the RFP and to explain the reporting requirements 


and legal uses for federal dollars. They will continue to work with subawardees to ensure Tay anal FO ave mo eT 
accurate and timely reporting throughout the grant period. ce sping eel gas 
t inthis The wrap must also 


plain reporting requirements 
0 the FBCOs hnow exacty what 
they are commiting to befor they 
amply. 
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Components of a Project Plan 
Most project plans include a narrative explanation of how the project will be implemented and several specific 
sections, which may be placed into a table, written as narrative, or sometimes a combination of both. They 
include, depending on the proposal instructions, some combination of the following: 

* Goals of the project 

* Objectives 

* Planned outcomes 

* Action steps 

* Timelines 

* Resources needed 


+ Evaluation plans 


Goals: What Will You Accomplish? 

A goal is a broad statement about what you hope to accomplish with the project. It need not be measurable. The 
goal is nor a restatement of the nonprofit organization's mission but should be a means of bringing the mission 
to life. 

‘The purpose of your project should derive from your problem statement and be translated into a primary 
goal for the project. In the case of reactive grantseeking, you must have the same purpose as that stated in the 
REP. When you are seeking grants proactively, the purpose of your project must further the mission and goals 
of the nonprofit applicant and match the programmatic goals of the potential funder. State the purpose of your 


project in your goal(s). 


Objectives: Steps to Meeting the Goals 
Objectives are the means by which the organization will meet its goal(s) for the project. Objectives must be 
measurable or provable. Though it goes against writing rules, you can think of your goal statements as sentences 


beginning with the infinitive “to” and objectives as beginning with the word “by,” as in “to accomplish A by 


doing a, b, c, and 


Activities, programs, and projects are planned with objectives in mind. ‘The grantseeker wants to have an 
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impact in its area(s) of interest. Objectives are specific statements that explain how a program, projects, or activity 
goal will be accomplished. They are written in such a way that they describe a broad plan for achieving the goal(s).. 


‘The Virtual Arts Incubator (www.artsincubator.org) suggests that “to get at objectives, ask: As a result of this 


program, project, or activity, what do you want your constituents t 
* Know? 
+ Do? 
+ Think? 
Objectives are usually stated in terms oft 
* Knowledge gained 
* Skills learned/acquired 
+ Values/attitudes changed 
* Behavior modified 
* Needs met 
* Attributes acquired 
+ Progress made 
+ Improvements made 
* An experience prevented 
Objectives can be: 
+ Short-term 
+ Intermediate 


* Long-term 


Objectives form the framework for your evaluation plan. You can and will be held accountable for each of 
your objectives whether or not your project achieves its goal or its outcome. Your evaluation plan will be easier 


to write if you spend time writing careful, understandable, measurable, and achievable objectives. 


Outcomes: What Will Change? 
Ourcomes are statements that tell what will change as a result of your program. Outcomes must be stated as 


measurable, as in “the project will reduce recidivism by 50 percent.” 
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Ourcomes are the measurable results of your objectives. Whereas objectives often measure how many (as in 
“300 students will attend class”), outcomes measure the result, in this case of attendance, as in “250 students 
will achieve a passing grade in the class.” In measuring outcomes, describe what you want the population to 
know, to do, and/or to think. Measure in terms of what you can observe or know through one of the five senses. 

‘There are two kinds of outcomes: intangible and specific. In the example above, a specific outcome might 
include a student demonstrating mastery of a math principle by applying a formula to a real-life application. An 
intangible outcome might be that a student applies the sequential learning process he practiced in math class 
during his study of history or languages. 

Ourcomes are most often used to describe changes in the participants or the environment. If you plan for 
outcomes, the project will generally be more successful as every contributor will have in mind the change that 


he or she is attempting to make. 


Objectives and Outcomes—What's the Difference? 
In general, objectives tell how many or how much. How many people will attend a seminar 
or participate in the project? If your objective is to have thirty people attend a seminar, you 
are successful if thirty or more attend. 

But so what? What will they learn? How will their new knowledge change their behavior 
or habits or lives? The outcome statement answers the question, “So what?” An outcome 
of the projectto help high school graduates prepare for good jobs would be that, when they 


leave school, they will go into employment or they'll stay in the community. 


Following is a brief section of the project description from the sample grant, containing its goals, objectives, 


and outcomes. 
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Sample: Project Description 


‘he goal is broad statement of 
rps dered rom the problem 
statement. 


‘The overarching goal of ESS's proposed program is to deploy and build the collective resources 


of the Recidivism Reduction Team (RRT) in order to provide wrap-around services to 
exoffienders seeking self-sufficient living, ESS holds the following targets (objectives) for TEE Ie 


service development and delivery: be messred or proved through 
docamentaton. 


© Identify at least fifty community organizations (approximately ten new organizations) and 


FBCOs involved in providing services for exoffenders and invite them to join the RRT. The sees eltenced ave 
* Ensure that all targeted services are available through at least one FBCO or other RRT fece Hered 8 opal 
member. 


© Employ a full time contract administrator to assist FBCOs in applying for funds, 


; Serna ; one ees 5 The ganimater idcates nthe 
implementing their work plans, and reporting their expenditures and outcomes. ee lpeeaes 


© Working with the ERC, recruit at least eight new businesses and industries to the RRT by -cants to carefully monitor the work 


providing compelling case statements for hiring exoffenders. i vet wees i oe 
* Working with the RRT members, recruit at least three hundred exoffenders to the hig a person to concentrate on 
Employment Resource Center, this activity. 


© Working with subaward FBCOs, assist at least 250 exoffenders in becoming employed and 


ensure that at least two hundred are employed for at least ninety days. “———————J_ [ha ganssstr opens bat rt 
* Working with the ERC and FBCOs, ensure that at least fifty workers receive Level One | _| stein ibe se 

certification before the end of the grant period. Further ensure that at least fifty workers Hale tal an oenen i 280 
advance to a higher wage/status job before the end of the grant period. and expet tno hundred to co 


© Working with the ERC and FBCOs, ensure that at least twenty workers receive Level Two. | {imyomores. tS patie 


certification before the end of the grant period. potential outcomes. 


The planned outcome of ESS and the RRT’s work is to reduce recidivism by one third in the AM LE 


eighteen months beginning July 1, 2005. By December 31, 2006, 32 percent or fewer of MANAG ie cea TeLN 
participating exoffenders will be reincarcerated. to pe Dead ama 


Action Steps: How Will You Achieve the Objectives? 
Most goals have several objectives, and most objectives have several action steps. Action steps are the things that 
an organization will do in order to achieve its objective (they may also be called “deliverables” or “outputs”). While 


they may be written into the narrative description of the strategy, they may also be included and summarized 


within a timeline or a table of goals and object 


‘Action steps, especially when incorporated into a timeline, help 


focus the nonprofit on what it needs to do next after the grant is made and it is ready to implement the project. 


Timelines: When and Who? 
Most funders request a timeline for implementing your project. Include in the timeline the specific steps you'll 
take to achieve the objectives (action steps), the deadline for accomplishing the steps, and the person or organi- 


zation responsible for accomplishing each task. 
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‘The timeline must correspond to the time limitations of the grant. If you are funded for one year, the timeline 
must cover the entire year. If the proposal is for a project that will continue for more than one year, you should 
include a derailed timeline for year one and a less detailed project timeline for later years. A regular evaluation 
review should also be included in the timeline. As the project unfolds, the nonprofit should look regularly at 
the evaluation criteria to determine if they are on track or if something needs to be strengthened or changed. 


‘The timeline that includes the action steps from the sample grant follows: 


Sample: Timeline 


Timeline must earrespond to i 
funding timeframe: eighteen 1 
‘months in hs case. 


A timeline of activities for the cighteen-month project period follows: 


These are the action steps, ¥ 


Date Task] Activity Responsibility 
Te fat sep atone gan -_UOR award | Write job description for contract administrator | 
Renatcsemecsmmcle [notice and post openin; 
does att pense we | | Ongoing © Recruit ex-offenders to participate ESS & RRT members 
= Ss Recruit and tain mentors This refers to Employment 
* —— Recuit employers and FBCOs to RRT Service Sjtem, the applicant 
These are the essential fe and Employer Resource Center (ERC) ongiation. 
a en | . Monthly meetings of sub-awardees 
‘fder to achieve the promised July 1, 2005 Draft RFP for subawards and review with RRT. ESS i | 
objectives. members These intemal steps indicate 
| ju 30 Have RFP approved by governing board and to the grantmaker that the 
WIB; release to prospective grantees popeieneneopls t D 
Aug, 1-15 Hold at least two workshops for RFP applicants | ESS, RRT MPF | gpecbactathe eighty tera 
coordinator | ‘orappleans. 
August 30 Deadline for applications from potential sub- FBCOs 
awardees 
The ERC wil corinate he p | Sept 15 ‘Complete review of applications and select sub- | ESS 
employment component. Nate awardees 
eau caeees Sept. 15-30 Hold pre-award conferences with all sub-awardees | ESS, subawardees 
Rare cine to ensure rerms are understood and agreed to. 
Sepiember 30 Finalize and sign all subawardee contracts ESS, subawardees 
By October 1 stablish Employment Resource Center (ERC) | RRT coordinator ——t 
By October 1 Begin inreach in jails and prisons RRT 
Present Level One certification to 6-month ERC 
employees 
December, 2006 | Present Level two certification to 12-month ERC claret ery 
4 employees Team rahe than by the appl 


cant organization. However, the 
-—— applicant (ESS) retains respon 
sibility, in the grantmaker's 


The timeline extends months 
from notice of funding. 


view, fr all components of the 
eorkplan, including those that 
are assigned to collaborating 
organizations, 
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Putting It All Together 
Goals, objectives, outcomes, and action steps are related and can be placed into hierarchal order to express their 


relationship as the following outline illustrates. 


Goal: Broad statement of purpose 


Objective 1: measurable statement describing how the goal will be met 
* Action step La. Time frame Responsibility 


* Action step I.b. Time frame Responsibility 
* Action step Lc. Time frame Responsibility 


Objective 2: 
* Action step 2.a. Time frame Responsibility 


* Action step 2.b, Time frame Responsibility 


* Action step 2.c. Time frame Responsibility 


Outcome: Describes what will be different as a result of achieving the objectives. 


Sample Project Description Narrative 
‘Tables illustrating goals, objectives, outcomes, and timelines are just a part of the project description. You must 
fully explain what you intend to do, In the sample grant, the overall approach was broken into several compo- 
nents, including developing business partners, making subgrants to FBCOs, providing inreach to individuals 
before they are released from jail or prison, and developing and implementing the employment model. 
‘The following excerpt from the sample grant describes the resources and services that will be delivered under 
the terms of the grant proposal, an integral part of a narrative project description. 
Tip 
Foundations, like governments, are challenged to account for the impact resulting from their 
grantmaking. With all the billions of dollars invested in communities, what has changed? 
Many have responded to the challenge by tightening their funding strategies. They still 
wantto fund change and change agents, but they also look at the propensity for success— 


projects that follow proven models or proposed new models with promise for replication. 
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Sample: Project Description 


Points to an visting and : 
ficeesst mode tat nas | Services. The Recidivism Reduction Team (RRT) is establishing an Employment Resource 


‘worked to employ hard-to- Center (ERC) for exoffenders by July 2005, The Center will provide a forum for collaboration 
pee te accede among private businesses, nonprofits, faith-based organizations, and government organizations 


wanes to coordinate the resources and services that promote self-sufficiency. The Center is modeled on 

a successful pilot workforce development initiative, The SEED, which has successfully moved 
> — dozens of individuals along progressively higher-paying and higher-skill career tracks in its two 

years of existence. 

Describes coordinating Under the adapted SEED model, the ERC will identify small FBCOs (faith- and community- 

the small organizations p> : : : : : 

iho a autente anausen [> based organizations) to provide life skills, mentoring, housing (or transitional housing), tutoring, 

to helping esotfenders | — instruction in the hidden rules of the workplace, clothing, etc. The Team is recruiting businesses 

ee pment willing to hire and train exoffenders and to certify them as employable, based on skills and work 
habits, after six months of employment. This Level One certification is the exoffenders entrée 


into other employers’ firms—where they can enter into more highly skilled work and receive 
higher wages. The exoffenders can receive three certifications, each linked to skill development 
or training such as Level One’s QS 9000 or conflict resolution; Level Two's ergonomics, money 
management, or lean enterprise, and Level Three’s home ownership or car purchase. A Level 
‘Three employer is one that hires skilled workers and pays commensurately. ‘That employer is 
assured that its new hires have completed at least two years’ employment with other 
participating companies and that the employee has demonstrated strong work habits and has 
mastered the skills necessary to work in advanced manufacturing or other skilled fields. 

‘Throughout the certification process, the exoffenders will require support provided by small 
faith- and community-based organizations. This will ensure that the exoffenders remove the 
barriers to retaining and advancing in employment. 

‘The existing Exodus program (contracted by ESS) provides case management, intake, and 
orientation to the Midwest State Works sessment, job search and placement 
assistance, individual employment plans, career counseling, job skill development, job club 
(communication skills, conflict resolution, professional conduct, work habits, etc.), and “—J 
individual counseling. New Hope receives funding from the Department of Corrections to 
provide intake and vocational assessment, employability skills development, cognitive 
behavioral therapy, job training, vocational case management, placement and retention services. 


To Cea Gaps in needed support for exoffenders will be filled by small FBCOs. Needed services 
resources and sets up include low-cost child care, transportation assistance (rides, bus passes, etc.), mentoring, 
beclivallapila Aes substance abuse treatment (in- and outpatient), transitional and permanent housing, job training, 
ing sences cen be filed by soft skills development (as job club, above), education and/or tutoring, mental health and 

‘small organizations that are health/dental care. 

funded by regrants 


Evaluation Plan 
‘The Language of Evaluators 
Few grantwriters or nonprofit staff are professional evaluators, and most struggle a bit when it comes to writing 
an evaluation plan. It may seem a little technical, but all you need are analytical skills and an understanding of 
evaluation language. 

A few words youll need to know include: 


+ Baseline: ‘The measure against which the evaluator will measure change; the current measure or status. 
Baseline measures are often described in the need or problem statement. 
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+ 


+ 


Context: The environmental factors affecting a project and its chances of success. 


Formative: Evaluation of the implementation of a project (also called a process evaluation). 


Impacts: The ways in which the outcomes create societal change over time. 
Implementation: The plans and activities required to move the project from concept to reality. 


Indicator: An agreed-on measure of change. Indicators for determining whether or not a neighbor- 
hood has been improved through a project might be reduced arrests, increased housing prices, com- 


munity participation at a neighborhood event, or cleaner streets. 


Inputs: The resources necessary to implement a project or take a logical step in the process. 


Logic Model 
interact to produce outcomes and impacts. (See chapter 7 for a sample logic model.) 


A flow chart that defines issues to be addressed and illustrates how inputs and actions 


Longitudinal: A study of change over time, usually a year or longer. 


Outcomes: Measurable results of a project; the change in the environment or people who participate 


in the project. 
Outputs: The tangible products of activities; e.g., reports, programs, capital projects. 


Pre- and Post-: Measures status or numbers before and after an activity, as in pre- and post-tests or 


pre- and post-surveys. 


Qualitative Evaluatio: 


Measures the qualities within the project's objectives and/or outcomes. It is 
more concerned with an examination of processes, meanings, properties, or characteristics that are 
not easily quantified in terms of measurements. How well did people learn a topic? What are people's 
opinions of the project? What stories have they told? Qualitative evaluations collect soft data, chat 
is, data that cannot always be expressed with numbers, as in results from an opinion survey, that are 


based on experience and thought instead of on facts. 


Quantitative Evaluation: Measures quantity within project objectives or outcomes. It is more con- 
cerned with numerical data analysis. How many people attended? How many completed a class? 
How much are people earning? How much lower are blood sugar levels? Quantitative evaluations 


collect hard data, or the facts without interpretation. 
Summative: Evaluation of the outcomes of the project (also called an outcomes evaluation). 


‘Theory of Change: A framework for describing the strategy behind the work you plan to do that 


highlights the underlying assumptions and theories. 


‘An evaluation should be designed so that it gets to the heart of the matter: How will you know if the organiza- 


tion has acl 


ed its planned objectives? How will you know if there's an outcome or result from the project? 


‘What does the organization hope to learn from the project? How will it share what it learned so that others can 


replicate a successful project or take another path if'a project has not achieved what it set out to achieve? 


Your work plan forms the basis for your evaluation plan. Look at your objectives and ask how you'll know if 


Tue Five Core Components or Every GRANT PRroposat 


you've achieved them. How will you measure whether or not they've been achieved? Look too at your outcomes 
and ask how you'll know the results from your project. If you cannot determine a method to evaluate your success, 
you could consider consulting with a professional evaluator at a local university or research center, or you may just 


need to take a closer look at your work plan and ask yourself if the objectives and outcomes are truly measurable. 


Internal or External Evaluation? 
‘An internal evaluation is one performed by the nonprofit applicant; an external evaluation is one performed by 
a professional evaluator who is not on the staff of the applicant organization (third party). 

In the case of reactive grantsecking, the REP will often dictate whether you use an internal or third-party 
evaluation, and sometimes a foundation grantmaker will want to learn something specific from your project 


and will ask for a third-party evaluation to capture those lessons. For instance, when a grantmaker is doing a 


cluster evaluation (a collective evaluation of similar projects) it might assign its own evaluator to your project. 
When ir is not predetermined, the format you select depends on what the organization wants to learn and 
needs to prove through the project. Even complex projects can be assessed internally when the questions and 
data necessary to evaluate success are straightforward and clear from the inception of the project. 
You probably don't need an external evaluator to come in and tell you whether or not a project to teach non- 
English-speaking residents how to balance their checkbooks was a success, You could design and carry out your 


own evaluation with pre- and post-tests of checkbook balancing skills, surveys of participant satisfaction, and/ 


or self-reports from participants regarding how many opened a checking account after the class. 


‘Types of Evaluations 
Program evaluation is the most common form of evaluation by nonprofits. It collects information about a pro- 
gram or some aspect of it in order to make necessary decisions about the program. Two major types of program 
evaluation have a focus on outcomes and process. 


* Ourcomes-Based (Summative) Evaluation: Evaluation with an outcomes focus is both important for 
nonprofits and asked for by funders. It facilitates an understanding of whether the program achieved 
its objectives and whether it made a difference. It can help you understand whether what you are 


doing is better than nothing at all—or if what you are doing differently works better. 


* Process-Based (Formative) Evaluations: These evaluations are geared to help the organization fully 
understand how a program works. They chart progress and give feedback on how well things are 
working. ‘These evaluations are useful when programs are long-standing and have changed over the 


years or as a study for program replication purposes. 
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Learning More 

‘Theory of Change 

Theories of change and logic models (discussed in chapter 7) are often requested by evaluators to help them 
determine what form the evaluation should take. They are both tools that help organizations clarify what they 
are doing and how what they are doing will make a difference. These tools are also helpful as an organization 
plans an internal evaluation. 

‘Theory of change is a framework for describing the strategy behind the work you are proposing. The Aspen 
Institute defines theory of change as follows: “At its most basic, a theory of change explains how a group of early 
and intermediate accomplishments sets the stage for producing long-range results.” There are three primary 
points in the framework: 

Whar is the issue? 
* What are you going to do about it? 


* Whar do you think will happen? 


What is important about this framework is that it moves beyond these starting points to make explicit the 
underlying assumptions that dictated the choice of response. Why do you think it will work? How can you tell 
if it happens? 

Often the most fundable proactive programs are grounded in the theory of change. The Community Builder’ 
Approach to Theory of Change (Anderson, 2005) lays out the following steps to develop a program based in the 
theory of change: 

+ Identify your long-term goal or outcome. (What are you trying to achieve?) 


* Work backwards from the goal by identifying the conditions necessary to achieve it (actions, people, 
setting). 


+ Identify the interventions you will need to perform to create these preconditions (actions). 
* Develop indicators that describe how you will know when each precondition is met (evaluate). 


Remember, having the greatest need among your target population does not entitle you to grant money; 
haying the clearest understanding of the problem and the most innovative and achievable plan for addressing 


the problem is a far more fundable approach. 
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External Evaluators 


‘Third-party evaluators are experts that you should bring in when your project evaluation is mandated, when the 


evaluation is complex and/or lengthy, or when you are implementing a demonstration project designed to test 
a theory or service model. If you cannot afford a full external evaluation, you can hire an evaluator to help you 


determine the best type of evaluation and methods, and then have the organization implement the evaluation 


plan, Evaluators can also be hired to assist the analysis of results. Often, if a funder requires an external 


evaluation, as stated in an REP or as in the case of a cluster evaluation project a foundation is doing, 


will pay 
for an external evaluator separately or as part of your grant budget. 


‘Third-party evaluators can design and carry out the following types of evaluation studies: 


* Scientific: Relies on quantifiable data with rigorous and replicable analytical methods. 


+ Experimental: Related to the scientific approach but is more rigorous; includes the use of a control 
group, double-blind studies, and/or longitudinal study over many years. 


* Impressionistic: The most simple (and least expensive) evaluation; essentially an informed opinion 


provided by a knowledgeable observer. It does not include quantifiable data. 


* Anthropological: Primarily uses extensive stakeholder interviews to capture important lessons. 


Tip 
In a nutshell, an evaluation should prove what you have accomplished and capture what 


you have learned during the project implementation. 


Sample Evaluation Plan 


In the sample grant proposal from ESS used throughout this chapter, the grantwriter merely reiterated the 
measurable objectives stated in the program description and used them as a plan for an internal evaluation 
process. This is possible when objectives are clearly measurable at the outset. 

‘The sample that follows is from a different proposal and provides an example of a planned third-party evalua- 


tion, Note that the writer identifies the evaluator and provides a list of questions that the evaluator will address 


with a comprehensive approach to project evaluation. 
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Sample: Evaluation Plan 


‘Safe Schools Healthy Sudents 


grantfunded projects wil be 
feraluated by & professional 
under contact with the feral 
government. ach individual 
poject must aso have a local 
etaluator to help the grantee 
ater and report necessary data 
to the national evaluator and 
help the ante stay on couse 
for aching the objects ofthe 
project. 


KPS and its local partners to the project agree to participate in a national evaluation of the 
Safe Schools-Healthy Students Initiative, which will collect data on student risk indicators and 
outcomes of the programs implemented across sites on an annual basis. Further, our local 
evaluator will: 


This line is taken verbatim 
from the REP, which requires 
applicans to make a state- 
‘ment about their wilingness 
to participate in a national 
eraluatin, 


The apleant has waked wth an 
evaluator in the development af 
the proposal and his section ae 
can describe er redentis as an 
eat, 


* help KPS strategically plan activities that will achieve the program goals and objectives: 

+ respond to the direction of the national evaluator to ensure the collection of high-quality 
core data; 

+ design and implement a process evaluation of the local program with assistance from the 
national evaluator to show results achieved, as appropriate; 

+ provide KPS with data that can be used to make adjustments in service delivery and 
improve the overall program; and 

+ design and conduct an outcome evaluation to determine whether an intervention is 
producing its intended effects. 


Specifically, the local evaluator, Debra Vandyke of Green Valley State University's School 
of Public Administration and director of the Office of Community Research, will assist the 
partnership in all forms of interim, annual, and final evaluations and will teach staff how to 
gather and log appropriate data (o track the progress of the KPS Safe Schools-Healthy Students 
Initiative and all KPS students. Academic and other appropriate data on all students will be 
gathered continuously by KPS staff as advised by the local evaluator and reviewed quarterly in 
reports to the project partners to ensure immediate responses to weaknesses in the plan. 

The Search Institute survey of assets was given to Kanyon 7th, 9th, and 1 [th graders in 2003 
and in 2005 and is scheduled to be given again in 2007. In this way, KPS is able to gather 
comparative data on cohorts of young people (i.e., the 9th graders tested in 2005 were mostly the 
same 7th graders tested in 2003). The asset survey responses for 2007 will provide a baseline 
measure of assets early in the proposed process of involving the entire community in building 
assets. A fourth survey (second during the grant period) in 2009 will measure the effect of the 
community process on the youth, 

Healthy Communities-Healthy Youth, a program of the Search Institute, has compiled the 
following list of fifteen characteristics of Asset-building communities. ‘The local evaluator will 


‘Much ofthe project pani built 
‘around increasing assets and 
reducing deficits. The Search 
Institute information, then, 
's citical to determining the 
effects of the community/tudent 
Interaction aspects ofthe project 
plan 


In this case, to “operationalize” 
means to make the qualies 
measurable with indicators for 
Progess, 


> operationalize these characteristics to establish benchmark measures for the Kanyon community 
in the first year of the grant, By the end of the three-year process, KPS and its partners will have 
demonstrated progressive development in each of the characteristics listed 
1. All residents take personal responsibility for building assets in children and adolescents, 
. The community thinks and acts intergenerationally. 
‘The community builds a consensus on values and boundaries, which it seeks to articulate 
and model. 
4. All children and teenagers frequently engage in service to others 
5. Families are supported, educated, and equipped to elevate asset building to top priority. 
6. All children and teenagers receive frequent expressions of support in both informal 
settings and in places where youth gather. 
7. Neighborhoods are places of caring, support, and safety. 
8, Schools—both elementary and secondary—mobilize to promote caring, clear boundaries, 
and sustained relationships with adults. 
9. Businesses establish family-friendly policies and embrace asset-building principles for 
young employees. 


wn 
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10. Virtually all youth ten to eighteen years old are involved in one or more clubs, teams, or 
other youth-serving organizations that see building assets as central to their mission. 


11. The media (print, radio, television) repeatedly communicate the community's vision, 
support local mobilization efforts, and provide forums for sharing innovative actions 
taken by individuals and organizations. 

12. All professionals and volunteers who work with youth receive training in asset building. 

13. Youth have opportunities to serve, lead, and make decisions. 

14, Religious institutions mobilize their resources to build assets both within their own 
programs and in the community. 

15. The community-wide commitment to asset building is long-term and sustained. 


— 


Within the first six months of the grant period, the local evaluator will design a plan for 
evaluating all components of the Initiative, including, but not necessarily limited to: 

© a longitudinal study of the effect of 9th grade retreat camp on the students’ high school 
careers and number of assets; 

* a sample population study of at least thirty toddlers from high-risk families and the effect 
of parent training/counseling and educational intervention on development and/or 
kindergarten readiness; 

* comparison of all sociological and academic data gathered in each of the three years @ 
the grant project indicating reductions in such things as truancy, expulsion, dropping ou 
disputes in schools, teen depression, teen pregnancy, experimentation with alcohol and 
drugs, juvenile crime, and reports of abuse/neglect, and increases in SEAP scores and 
academic performance against KPS’ outcome standards; 

mple study of at least ten high-risk teens identified as potentially violent and the 
effect of intervention services on behavior and attitude; and 

a comparative study on reported feelings of “safety” among students in each of the 
building levels: elementary, middle, freshman, and high school. 


While agreeing to participate 
In the national evaluation and 
Identiying a local evaluator 
‘were important pars of the RFP, 
a ful and formal evaluation plan 
| mot necessary at this point. 
Nonetheless, the grantwriter 
reeds to be sure thatthe right 
‘questions (42, what do we want 
to learn) get incorporated in the 
propsal planing. 


‘This formal evaluation plan, incorporating all components of the program and addressing the 
three priority objectives described above, will be submitted to the granting agencies for approval 
or further recommendations by the end of year one of the grant. 
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When to Bring in Your Evaluator 

If you will be using an outside evaluator, involve him/her in the project as early as you 
can—during the project design process if possible. An evaluator can save your organiza- 
tion extra work, such as collecting unanticipated data, and help you establish procedures 
that keep the project on track and develop processes by which you can gauge progress 


and change direction if an activity is not yielding sufficient results. 


Budget and Budget Narrative 
‘The grant proposal budget lays out the costs (expenses) and income (revenue) for the project you are proposing. 


‘The budger is interdependent with the project description; that is, everything described in the plan of work 


that costs money must be called out within a line item in the budget, and everything that is in the budget within 
a line item must be described in the plan of work, The budget narrative (also called budget justification) should 
clarify what is included in each line item using language, where possible, that matches the project description 
narrative. For example, if you discuss hiring consultants in the project description, dont call them independent 
contractors in the budget narrative. 

‘The grantwriter does not and should not have to develop a budget by him or herself. ‘The grantwriter, however, 
should have input into the budget as he or she is the person most familiar with the plan of work. Work closely 


with the finance officer, the executive director, and any collaborators to compile a list of expenses and revenues 


that are necessary to implement and carry out the project. 


Learning the Language 
As in developing an evaluation plan, there is a vocabulary that the grantwriter needs to understand to read an 
REP or guidelines and to write a budget narrative. Terms include: 


* In-kind Support: Portions of the budget that are offered by the applicant in the form of existing 
products, space, equipment, and similar items. 


* Multiyear Requests are grant proposals for more than one year, Such proposals must have a budget 


that spans the project period and provide annual breakdowns of costs. 


* Indirect Costs/Charges: Indirect costs represent the expenses of doing business that are not readily 


identified with a particular activity but are necessary for the general operation of the organization 
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and the conduct of acti 


ties 


Indirect expenses support all of the activit 


of an organization and 


can include utilities, exect 


and financial administration, marketing, etc. The federal government 
is now requiring that many of its applicants have a preapproved percentage for indirect costs. If not, 
it is disallowing this line item. 


Parsing Direct and Indirect Costs 

Indirect costs are overhead expenses incurred by the applicant organization as a result of 
the project but are not easily identified with the specific project. These tend to be overall 
general operations that are shared among projects and/or functions. 

The definition of direct and indirect costs is subject to some interpretation, if the funder 
has not specifically defined it. Whenever possible, specifically allocable costs of a project 
should be requested as direct costs and, along with indirect cost assumptions, justified in 
the budget narrative. 

Direct costs are costs directly attributable to execution of the project, including project 


management and direct administrative support. This can include: 


* Salaries/fringes/travel of employees, accounting, and legal staff directly attributable to 
execution of the project 


+ Equipment & facilities, utilities, information technology (IT), specifically used for the grant project 
* The following are considered indirect costs: 

* Executive administrators 

+ General ledger and grants accounting, general financial and IT management 

+ Facilities support personnel 

+ Human resources 


The Gates Foundation has a good list in attachment A of its policy on indirect costs at 


www.gatesfoundation.org/grantseeker/Documents/Indirect_Cost_Policy.pdf. 
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How Much Can You Request? 


Most RFPs contain a ceiling amount on the grants they intend to fund—the amount that the grantor believes 


it will take to do the job as it envisions. For instance, an REP may state that the government estimates making 
forty grants with a ceiling of $200,000 on each grant. A tip—this doesn't mean you should ask for precisely 
$200,000, but that you should ask for an amount of money less than or equal to $200,000 that will enable you 
to fulfill your obligations under the grant contract. 

When you seek grants proactively, the amount you can ask for is far less clear. Examine annual reports, grant- 
maker guidelines, Form 990s, and directories of grantmakers for guidance on this. Look for the average amount 
of grant awards in the program area; find our if the foundation makes many small grants or a few large ones. If 
the documents do not yield the information you need, be sure to add a question about funding parameters into 
your preproposal interview. 


‘There are other considerations in determining what you can request: 


* Is the foundation willing to fund a project all by itself or does it want you to seek funding from a 
variety of sources? The latter situation is most often the case. 


* How much is your organization willing to commit? Some grant opportunities require matching 
funds. In order to qualify for grant funds, the organization must commit a percentage of the project 


costs from its own coffers or other sources. And, whether a match is required or not, it always looks 


great to see that the nonprofit grantsecker is so committed to the project it is also investing scarce 


dollars into its launch. 
Meeting Funder Instructions for Budget Formats 
Every proper budget has two sides: expenses and revenues. Only occasionally, as in the case of some REPs that 
offer grants without matching dollars or other commitment by the nonprofit, can a grantwriter focus exclusively 
on the expense side of the budget. Every foundation fander wants to know both the expense line item allocation 


and who else is helping to fund the effort. 


me grantmakers will define in th 


guidelines what sorts of expenses are allowable and what sorts are not. 


For instance, while advocacy is okay, lobbying is not an allowable activity or expense for private foundations. 


Some will not fund capital purchases, so you cannot, for instance, purchase a computer or a van to use in the 
project. Others will not fund operations, so you must make sure that non-project-related overhead such as 


electricity, gas, rent, and similar expenses are allocated as in-kind contributions to the project and will come 


from the organizational budget to the project budget. 


Tue Five Core Components or EVERY GRANT PRroposat 


Further, some grantmakers require that you create a project budget that matches their format; others allow 
you to present it in your own organizational style. Whether the grantmaker requires you to use it, a sample 
formar, if available, will tell you a lot about what a foundation considers acceptable expenses and what its funder 
is looking for in terms of revenues. A sample foundation budget form from a common grant application can be 


found on page 98. 


Return on Investment 

The way a foundation might examine a project budget is similar to how a business might 
look for a return on its investment. On one hand, a project budget should be realistic; on the 
other hand, the total costs should appear reasonable. If, for example, the per-person ser- 
vice costs appear quite high, you should prepare to explain why and how this investment 
will pay dividends; for example, if the foundation invests $10,000 per person in prevention 
services, participants and their communities will benefit by saving $20,000 in treatment 


costs that they would otherwise incur without the investment in prevention. 


Balancing Your Budget 

Juse as with any budget, the expenses and revenues must match up. You cannot, for instance, raise $60,000 in 
grant funds to launch a project that will cost $20,000, Guessing at revenues can be even more difficule than 
estimating expenses. If you cannot be reasonably certain thar you can raise the necessary funds to launch a 
project (from the pending grant and other grants, collaborators, program income, or organizational budget), 
take another look at the project costs to see if it would still be feasible to implement it with less money or wait 
to implement the project (holding any secured grant funds) until you raise all the necessary funding. Do not, 
under any circumstances, plan deficits by starting a $20,000 project with a $5,000 grant, Wait until you have 
raised the money you need to do it right. If that means you end up returning the $5,000 grant because you can't 


raise all the money you need, then that’s what you must do. 
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Sample: Foundation Budget Form 


ca years do ot neces cox 
respon wih calendar years. They 
are any bevesmonth patio for 
hich the nonprotorganizaton 
budgets is resources and audits 
‘boos, 


onder: 


-—>A, Organizational fiscal year: 


B. Time period this budget covers: 


The funder recognizes that a 
capital budget has diferent ine 
Items than thse provided for a 
project budget. 


GRANT BUDGET FORMAT. 


Below és a listing of standard budget items, Please provide the project budget in this format and in this 


| 


Enter the project durstion 
with month/date/year through 
month dat/yeat 


You will add a description of 
each line item and an explana 
tion fr caleulating the total in 
the budget naate 


C. Fora CAPITAL request, substitute your format for listing expenses. These will likely include: 
architectural fees, land/building purchase, construction costs, and campaign expenses. 


D, Expenses: include a description and the total amount for each of the following budget categories, in 
_ iso Ue column oe to inde te 


portion of funds that willbe 


Salaries 


Payroll Taxes 


Fringe Benefits 
Consultants and 


When the project is complex 
enough to warrant an outside 
evaluator, this cost most often 
Is charged to the gant. 


Professional Fees 
Insurance $. 
Travel 8 
Equipment 8 
Supplies s. 
Printing and Copying. 
‘Telephone and Fax S. 
Postage and Delivery, 
Rent 5 
Utilities s 
Maintenance $. 

> Evaluation 8 
Marketing 8 
Other (specify) S. 
‘Total amount requested. 


You would only include the 
amount that you know willbe 
eamed from this particular 
pojtt, not the amount that the 
applicant earns annually fom 
rents or publications. These 
piojet revenue amounts would 
fal ino the pending column, as 
they have not yet been eared, 


1, Grants/Contracts/Contributions 
Local Government 
State Government 
Federal Government 
Foundations (itemize) 


Corporations (itemize) 
Individuals 
Other (specify) 


This is project budget. Al 
eipenses and all. revenues 
shoud descbe only those items, 
spaces, people, and other 
resources necessay to achive 
the objectives and outcomes in 
‘he projet proposal. An organiza 
tional budget sa separate docs 
‘ment thatthe applicant would 
tach ots grant proposal, 


Earned Income 
Events 
Publications and Products 
Membership Income 
In-Kind Support 
Other (specify) 
Total Revenue 


—_— 1 


‘Total project expenses 


E, Revenue: include description and the total amount for each of the following budget 
this order; please indicate which sources of revenue are committed and which are pending. 


—= 


requested of the gantmaker 
and column two to indicate 
expenses that wil come fom 
ihe sources (ther gant, the 
nganization its, ete). 


The nonprofit applicant should 
have a formula fr calculating 
the percentage of salay that 
's allocated to ‘tinge ben 
efits, such as heath insurance, 
401(), and similar items 


These ae fees spectc to the 
project and wil be spent under 
ants with provides, so the 
nonprofit does nat incur the 
ongoing expense of ing staf 
petson and providing benefits. 
Ths options often a god ane for 
fgantfunded progam because 
the organization can use expert 
senices without a longterm 
cemmitet. 


categories, in 


Committed Pending ail 


Pending means that he organ 
zation bas applied for funding 
but has not heard yet whether 
It received a grant or not. 
Commited funds, of course, ae 
those that are confirmed If nat 
ea in hand, 
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Writing the Budget Narrative 

‘The budget narrative (or justification) explains the calculation you used to figure costs and describes what is 
included in each line item (e.g., for the staffing costs line item: how many staff will be funded, for how long, 
and how much will they be paid?). Although the project description should have established why all costs are 
necessary to implement the grant, do not be aftaid to add this detail to the budget narrative as well. 

‘The budget narrative should also cover the source of revenues and the calculations used to provide any esti- 
mates of revenue. For instance, if you expect that an event will generate $10,000 that you can use to support 
a project, you should say that you can safely estimate a $10,000 revenue because in years past that event has 
always raised at least that amount. 

The following sample budget narrative comes from the ESS grant proposal used as a sample throughout this 
chapter, Although the grantseeker was not required to produce income or match funding, it does have contribu- 


tions from other sources to dedicate to the project. 


Two Things Grantmakers Look for in Budgets 

Is there a correlation between the budget and the project description? For example, are 

there line items in the budget not mentioned in the project description and vice-versa? 
Does the scope of the budget seem both reasonable and sufficient? Grantmakers don't 

want to risk over-funding a project; nor do they want to risk project failure because the 


budget did not adequately estimate critical costs. 
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Sample: Budget Narrative 


Headings in the justification 
Should comespond to the head 
ings in the line item budget. 


‘he state funding for atonal 
personnels atributed as an in 
kind contribution to the overall 
pec costs 


Some funders require that their 
igantees travel toa conference 
of others funded forthe same 
Dioject and that the cost of 
travel be included in the budget. 


Budget Justification 


Personnel: ESS requests salaries for 1-FTE contract administrator ($32,000 annually x 18 
months) for $48,000, and .5-FTE supervisor at $20,000 annually for 18 months or $30,000. 
Total line item requested of federal grant funds is $78,000. The state of Midwest contributes a 
$60,000 annual employee under the MPRI program as the RRT coordinator. A $90,000 salary is 
credited as a State allocation for the 18 months of the federal project. 

Fringe Benefits: ESS estimates benefits as 30 percent of salaries. For 18 months’ employment, 
this includes $14,500 in fringe benefits for the contract administrator and $10,000 for the 


When you do not have a fied 


ost, estimate the cost and say 
thats an estimate, 


supervisor. 
Trayel: Travel is estimated at $2,500 to cover mileage for in-reach services at prisons and jails, 
and to cover travel to at least one conference on reentry programs. 

Equipment: Equipment is estimated at $3,000 to cover the cost of computer and office furniture 
for the new hire, contract administrator. # 


This line tem is not fully 
described, rather is implied 
that supplies include paper, 
ik, pans, ee 


The statement eteraes the ser 
ics for wtich ESS wil contact 
ith FBCDs to poide, 


Indirect costs contbue to the 
‘vera east of operating ESS. 


Supplies: Estimated cost of $2,000 for supplies directly related to the project. 

Contractual: This line item includes $5,000 for an audit of grant funds and expenditures; 
$5,000 for training for FBCOs before and after the RFP process to determine subawardees, and 
$350,000 (70 percent of grant funds) to be subawarded to small faith-based and community 
organizations. Subawards will be made to organizations that provide mentoring, case 
management, life skills training, job training, substance abuse treatment, and/or behavioral 
health, 

Indirect: ESS requests ale indirect charges (approximately 5 percent of grant funds). 


The applicant wil use $10,000, 
of the gant avard to contract 
with an auditor and to contrat 


with people to provide a 
sranlseekers workshop to local 
BCs, The remainder of grant 
funds mst, under federal man 
date, be provided as eprants to 
cos, 


CHAPTER 7 


BEYOND THE Basics 


‘Though the five core components described in chapter 6 are required in most grant proposals, grantmakers can 
and often do ask for more information. ‘The sections in this chapter describe the most frequently encountered 
requests for additional narrative and information: 

* Collaboration/partnership agencies and their roles 

+ Interagency agreements 

* Management plans 

* Staff qualifications 

+ Similar programs/agencies 

* Constituent involvement 

* Review of literature 

* Sustainability plans 

* Organizational history 

+ Logic models 


* Common attachments 


Collaboration/Partner Agencies and Their Roles 
A section on collaborations or partner agencies is always a part of REPs that mandate a collaborative project and 
is often a part of grantmaker guidelines. Thus, any time you collaborate with another organization, you should 


describe that organization, its mission, and the services it will provide to the project. 
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Grantmakers value collaboratives, but not those convened for convenience sake. The collaborative should 


make sense—the two (or more) organizations that work together should bring diverse skills and abilities. Their 


shared expertise should strengthen the program design and improve its chances of success. For instance, in the 


Safe Schools-Healthy Students proposal in the previous chapter, the school district is using two very different 
mental health services. Were they not different, the mental health service would be redundant, fiscally irrespon- 
sible, and confusing for participants. 

‘To write this section well, gather brochures or online profiles of the different collaborating organizations to 
describe their history and capacity. You should also interview a staff member from each collaborating organiza- 
tion and ask them to describe four reasons or benefits they expect from being part of the project. Their roles 


in the project should be clear in the project description section. You might also consider using this section to 


discuss how the different organizations will work together to form a whole from the sum of their parts. 


Sample: Collaborative Organizations and Their Roles 


This statement was written to 
local gantmaker. If you were 


gantmaker vio (s unfamiliar 
wih your community, it would 
be good idea to add more 
about the longevity of each of 
the collaborating agencies, their 
‘capacity to deliver on the wrk 
Plan, and to highlight some of 
their acieverens, 


esening 3 coloboatie toa -—® The strength and innovi 


tion of the "Get the Lead Out!” initiative lies in three things: 
concentrating efforts to eradicate lead hazards in one area of the city, ensuring a data-driven 
evaluation and study, and collaboration. ‘The collaboration crosses public/private sectors: 
nonprofit/for-profit sectors and includes health organizations, higher education institutions, home 
rehabilitation contractors, and advocates for rental property owners, children, environmental 
justice, and racial justice. 

Each participant makes a unique contribution to the project. Housing Fix-It Services, with its 
depth of experience in home renovations for low-income,individuals and families will manage 


This passage discusses the 
necessity ofeach collaborator 
and the role it plays in the 
project. 


FTE isa standard abbreation 


for “ull time equivalent.” 


the CLEARCorps function. The County Health Department and the CATCCH Project of Major 
Hospital will collect and analyze data obtained from the project. Further, the Health Department 
plans to contribute .75-FTE Public Health Nurse to manage the blood-lead testing of children 
from the Pilot Area and will provide a .25-FTE Environmental Health Officer. The City 
Housing Rehabilitation Department will continue providing inspection services, development of 
rehabilitation specifications, and funding of rehabilitation by private contractors, The City 
Office of Children and Families will provide awareness outreach and education as a part of its 
ae Homes-Safe Kids” project within the Pilot Area. University School of Nursing intends to 
work with the County Public Health Nurse to establish referral sources and a continuing care 
component for children in the Pilot Area. ‘The Community Leadership Initiative, the applicant 
for these grant funds, will serve as project coordinator, employer of record for project staf (other 
than CLEARCorps), and fiduciary for project funds other than LISC and CLEARCorps-USA. 

‘This collaboration is open-ended and will undoubtedly expand. Early in May, a local 
congregation began a dialogue with Get the Lead Out! about providing support services to 
parents of children with lead poisoning in the Pilot Area, The County FIA and Regional 4-C are 
new participants in the past month. 


Bryon THE Basics 


Interagency Agreements 
Federal and state governments are increasingly requesting interagency agreements among collaborating orga- 
nizations, particularly when the collaboration is a requirement for funding. Interagency agreements are formal 
documents similar to contracts, though they are not reviewed by an attorney before being submitted with a 
grant proposal. Like management plans, the agreement should outline the manner in which the organizations 
will work together, how they will resolve disputes, how they will communicate, and which will be responsible 
for oversight of grant funds and staff. All members of the collaborative should read and sign the interagency 
agreement before it is submitted. 

‘The following sample was attached to the same proposal that illustrates management plans in this chapter. 
‘The plan and the agreement are similar, but the interagency agreement is a formal document that ensures that 
all the collaborating agencies understand the goals of the project and agree to abide by rules for operating that 


they have developed jointly. 
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Sample: Interagency Agreement 


The goal of the KPS Safe Schools-Healthy Students Initiative is to create a school and 


This potion of the agreement 
restates te objectives ftom the 
proposal to ensure that all the 
organizations have read and 
‘aged to those objectives nd 
are prepared to carry out their 
roles, 


community environment that leads to healthy early childhood development, promotes positive 
mental health among young people, and ensures that all KPS school buildings are alcohol- drug- 
and violence-free safe havens of learning for all students, Toward this end, the proposers hold 


the following objectives: < 


1. Increase the number of assets and decrease the number of deficits among KPS students in the 
Search Institute Survey (surveyed every two years in 7th, 9th and 1th grades). 

2, Increase depth and availability of mental health counseling services in the schools and 
community, Increase feeling of safety in school and community among all students as self 


This immediately states the 
‘espasibilty for grant mone. 
This responsibilty must be 
accgned to only oe ofthe col 
‘aborating organizations 


reported on student surveys. (Actions are inter-related.) 
3. Improve academic/developmental performance for all students as measured on the SEAP test, 
kindergarten entrance tests, grade reports, or other standardized tests 


v 
Kanyon Public Schools will be responsible for dispersing funds to other partners in the 
project and for filing progress and financial reports with the granting agencies. Kanyon Public 
Schools will be the fiscal agent for the grant monies, which will be held in a separate account and 
administered by the Finance Director, Greg Newman. All partners will be paid in units of 
service (e.g., Weeks of camp, number of workshops) or FTE in the ease of a social worker and 


mental health counselor provided by Archer Circle. 

‘The District will hire, employ, and supervise the work of the I-FTE Volunteer Coordinator, 
FTE Student Service Administrator, 2-FTE Social Worker/Mental Health professionals, and 
.5-FTE support staff, and will confer with partners regarding performance of its own staff and 
the staff of other partners to the Initiative. 

Partners will retain the responsibility for supervising their own staff, but will establish a 


‘Large grant funds are generaly 
allocated to a separate fund 
within the fiscal organization 
to encur thatthe money i nat 
inadveteny spent on anything 
that does nat relate to the 
project objectives and is not 
approved bythe grantor. 


mutually agreed-on process for evaluating staff performance on the project and for addressing 
employment or performance issues among all project staff. Kanyon Public Schools as lead 
agency will have final authority over such personnel issues relating to the project if they are not 
resolved within the administrative team to every partner's satisfaction. 


‘The District will ensure maintenance of all equipment purchased for the Initiative and will 
retain such equipment at the end of the project, The District will be responsible for fulfilling 
contractual obligations with any consults hired by the parinership, including consultancies 
from the partner organizations. 


The grant will make possible the 
purchase of such equipment. 
This makes t clear to whom the 
equipment wil belong aftr the 
at peti. 


The School District will coordinate the gathering of data and, with the assistance of the local 


evaluator, the compilation of data relevant to the project at least quarterly. All other partners to 
the project will cooperate with each other in the gathering of data and in'the development and 
implementation of action plans to address slow progress. <——— 

Any personal disagreements among or between the partners or any two partners shall first be 
brought to the attention of the administrative team, composed of members of all partner agencies 
and any subsequent partners to the effort, If the team cannot arbitrate an agreement between 


‘AL the collaborators. must 
age to be patt of the local 
and national evaluation and 
to share data (while protecting 
‘tv regarding their work on 
the projet. 


individuals, the matter will be referred to the Superintendent of Kanyon Public Schools for final 
decision making. Any disputes between the School District and any member of the partnership, 
except those regarding dispersal of grant funds, will be referred to a third-party facilitator for 
discussion and settled by majority vote of all partners. Dispersal of grant funds is the sole 
responsibility of the Kanyon Public Schools andfis not subject to partner control. Should a 


partner suspect financial impropriety, he or she rpust submit that concern in writing to the full 


There must be an agreement 
beforehand for how disputes 
wil be esoled 
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This provides an alternate for 
«collaborating agency to dis 
pute the lead agency's handling 
offances. 


partnership and, not resolved a partners 


satisfaction, to the national evaluator and/or 


granting agencies for final decision making, 
All members of the administrative team (Directors of partner organizations, Superintendent 


TA pares must Sign the 
interagency agreement. Tei 
sina inate that hy have 
{ony planed the poet and 
ages tthe tems hat wl be in 
the gant genet 


of Schools, and other staff as requested) will meet quarterly to review progress reports, discuss 
potential improvements, and finalize future plans for service delivery. 


Monica Jones Ron Meyer John Deacon ¥ 
KPS Superintendent Kanyon Chief of Police CEO, Archer Circle 


This narrative was written by 
the leader of frcher Cle bath 
because it was a regiment of 
‘he gantor and bacause it futher 
assured his understanding of the 
rose jet 


> Agreement for Mental Health Services 
Kanyon Public Schools and Archer Circle Corporation mutually and individually agree to the 
following terms and conditions with respect to the KPS Safe Schools-Healthy Students Initiative. 


d 


KPS school staff and/or mental health care providers will refer all students and/or families 
requiring mental health evaluation/care to the KPS mental health liaison, who will in turn refer 


{—» the student/family to Archer Circle staff for student assessment. The student assessment plan 


will form the basis for an individual/family mental health care plan that incorporates all 


This statement describes the 
Way the two organizations wil 
Work together with the same 
population 


necessary services for the student and/or family and the provider (Archer Circle or a community 
agency). Archer Circle staff will ensure appropriate referral and follow up with all community 
agencies involved with the family. The KPS mental health liaison will participate on the case 
planning team and ensure, on behalf of the schools, access, transportation, and payment for all 


mental health services provided to the student/family. 
KPS and Archer Circle shall individually retain supervisory responsibilities for their mutual 
staff and will meet at least quarterly as an administrative team to review the process and 


Archer Circle has seen the 
budget and is now stating in 
rng what services the distct 
will purchase with the grant 
funds allocated. Later, Archer 
Cirle is asked to da more arto 
Provide other series, it can 
make the ease for addtional 
funding, which would come 
from the school district's, 
genera budget. fit came trom 
rant funds, it would have to be 
reapprved by the grantmake. 


personnel. The two organizations will draft and adopt a mutually agreeable staff evaluation 

process and form for all mental health providers to the program, 

In addition, under the terms of the agreement to perform in this project, Archer Circle will 
provide at the agreed-on cost: 
4 

* Early identification and outreach to families of infants and toddlers to include assessment of 
infanvtoddler needs based on developmental measures, development and/or parent training 
assistance, and coordination of services and referral to systems and/or appropriate providers. 

© Assignment and supervision of trained mentors or parent aides for at-risk parents; aides will 
assist in skill building, positive role modeling, and will build relationships with new or at-risk 
parents. 

Substance abuse counseling programs in the schools and for families in the community; 
family intervention and mental health counseling: case management for school and home- 
based services, and violence intervention mental health services. 

Social work consultation with school representatives in all buildings, participate in child- 
study team, troubleshoot, coordinate community services provided to families, and provide 
assessment, referral, and follow up. 
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‘Treatment groups and psycho-educational groups on substance abuse prevention, early 
intervention, violence prevention, self esteem, sexual restraint, etc.; participation in first-time 
offender treatment plan; in-services for teachers on mental health topics. 


KPS’ mental health liais 


n will be responsible for coordinating all services provided in the 


schools by Archer Circle and for ensuring that services are provided equitably to all students 
and/or families as needed. 


The thitd collaborator, the 


Monica Jones John Deacon police department, is not a 
KPS Superintendent CEO, Archer Circle pary to this separate age 


ment between the district 
and the mental health service 
provide. 


Management Plans 


Management plans describe the existing structure of an organization and responsibility assignments; in other 


words, a narrative and detailed organizational chart. If you are proposing a collaborative project, the plan also 
describes the way the organizations will work together, who will manage staff members, and who will manage 


the finances and make payments to the others. A management plan can also include information about project 


implementation (a timeline with responsibilities defined) and an organizational reporting chart. 
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Sample: Management Plans 


‘The staf ofthe individual nga 


Partners will retain the responsibility for supervising|their own staff, but will establish a 
mutually agreed-on process for evaluating staff performdnce on the project and for addressing 
employment or performance issues among all project staff. Kanyon Public Schools as lead 
agency will have final authority over such personnel issues relating to the project if they are not 
resolved within the administrative team to every partner’s satisfaction. 


izations wil wrk together wth 
diferent reporting structures, 
and systems. The collaborative 
must detennine prior to geting 
a grant how they wil manage 
staf and what they wil doin 
the ease of disputes, 


The lead organization wil ere 
35 fiscal agent fo the gant. It 


Staff of partner organizations will be expected to maintain visibility within the schools and 
community; to be seen in the eyes of community members as a part of the community and in the 
eyes of students as familiar and accessible. Project staff will meet within their area of expertise at 
Jeast monthly and semiannually across All areas. For example, the Volunteer Coordinator will 
meet with community members, admin}stration, the Student Support Services Administrator, and 
others working on the asset-building component monthly; all mental health staff will meet 
monthly; the Volunteer coordinator and mental health staff will meet at least semiannually or as 
the need arises. 


must manage both the money 
and its dispersal to collaborat- 
ing organizations and often the 
Implementation ofthe projec. 
‘he fiscal agent has primary 
reporting responstbilies tothe 
gator. 


Its important tothe grantor and 
this community that the co 


All mental health providers employed by Archer Circle or by Kanyon Public Schools will be 
State Certified, Master’s-level providers with credentials in social work or psychology. Family 
RAP counselors are state certified to offer workshops on specific topics but not to offer 
individual mental health therapy. <— 

‘The Volunteer Network coordinatof will have at least a Bachelor's degree and experience in 
community organizing and/or volunteer coordination. The KPS Project Coordinator will have at 
least a Master’s Degree in Educationall Administration and Curriculum design, 


laboratng organizations have a 
Presence in tis aes rather than 
‘coming in, proving sees, and 
leaving or home ofces in other 
communis. 


This paragraph discusses 
agreed-on qualifications for 


Continuous Inprovement 

‘The local evaluator will assist in the development of a database and procedures and protocol 
for data input, Mental Health professionals will submit monthly reports for incorporation into the 
database. All urgent decisions regarding mental health services will be posted on the email 
Listserv, followed up with telephone calls by the district, and become the subject of an 
immediate meeting of the project partners. Project partners will discuss at quarterly meetings 
any systemic problems, identify corrective measures, and develop brief timelines for 


staff ofboth organizations, 


This describes how collabora 
tors will ensure ongoing and 
‘pen communications. 


implementation of corrective actions, + 


Gender/Language/Cultural Barriers « 


Staff will be selected, or contracted with in the case of partners, to reflect the ethnic and 
gender composition of the student body. Mental health workers will include non-English 
speaking clients in their caseloads and will work with Kanyon Community Education as needed 
to identify ESL clients. Community Education staff will counsel mental health staff and 
consultants in forming culturally sensitive relationships and will assist in removing language 
barriers. 


This subsection states an 
agreement between collabora 
tots tobe culturally competent 
in a diverse community and 
to ensure that they will work 
together to resolve and address 
language barriers. 
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Staff Qualifications 


Highlighting the qualifications of nonprofit leaders is especially critical when writing a proposal to a nonlocal 


grantmaker, If you are both grantwriter and leader of one of the applicant organiza 


ns, approach this as you 


might a brief resume for you and key staff members. If you are writing this section on behalf of others, ask for 


their resumes and take highlights from those documents to construct the section. You might also interview the 


individual leaders to expand on points you want to make about their qualities and qualifications. While you 


should not 


flate people's experience or expertise, you cannot be modest either. Leaders who have passion 


and commitment to the mission of their organization help the organization weather difficulties, which is an 


especially important quality when launching a new project. 
When you are proposing a new project and plan to hire staff to fill leadership positions, the applicant orga- 


nization should prepare a job description. Use that job description as the basis for your description of the 


responsibilities and qualifications the organization will look for in its new employee. 


Similar Programs/Agencies 
In many communities, several organizations offer similar services and/or target the same population. In the 
latter case, grantmakers prefer to see collaboration—or at the very least, cooperation—among service providers 
working with the same population, In fact, its likely that the population would prefer not to have to work with 
three or more different staff people from different organizations. 

Working in the same community with another organization that provides similar services can be harmful 
to the grantseeking efforts of both, as this appears to be duplication. For instance, many cities have numerous 
summer camp programs for core-city children. They tour the advantages of getting children out of the hot and 


sometimes dangerous city and into nature for three days or a week, and they put different emphases on thi 


include chal- 


various strengths: some are faith-based, some provide education or conservation training, others 


lenge courses, and still others provide mentors to keep kids from getting involved in illegal activities at home. 


While each has its own value, think about how you would feel if you were paying taxes to support several camps 
that were providing similar services to similar and sometimes identical populations. That's the way grantmakers 
may feel too—torn between selecting one good program over another good program, yet determined that they 
cannot and should not attempt to support them all. 


If your organization could be seen as having duplicate services, you must use this section of the proposal to 


Beyonp tue Basics | 99 


Sample: Staff Qualifications 


‘he name hasbeen changed 


This executive director is @ 
rationaly recognized expert in 
the fel of community media, 
a cling pont that may provide 
the ganimaker a greater assur 
ance ofthe project's sucess. In 
fact, when tis grant propsal 
was funded, the only condi 
tion was thatthe grantmaker 
wanted to be notified it the 
leader left the organization 
before completing the projet 
implementation, 


v 


Dan Kennedy is executive director of the Community Media Center (CMC), which oversees 
the operations of all CMC affiliates and programs, Kennedy was a founder of CMC and has 
been with the organization since 1981. He has been named by the Green River Jaycees as one of 
the top five leaders in the City and in the State, has been a guest on such national television 
programs as Gaad Morning America, and has published hundreds of articles on community 
media, free speech, and/or democratic principles. Kennedy has been keynote speaker at several 
national and international symposiums and has traveled throughout the world advising third- 
world nations on issues surrounding democracy and the media. He has worked as a juror for the 
National Arts Technology Exhibit and has participated in the NEA Open Studio Arts and Internet 


‘This statement provides some 
indication tat the organization 
ha staff capaty to implement 
the proposed project. 


Project, the Arts Integration Team for Local Botanical Gardens and the Arts Integration Team 
Le for Neighborhood Arts Academy. 

F > The CMC employs ten full-time staff, three of whom are racial minority: Uhree staff members 
[> are women. Its Board of Directors is also composed of diverse individuals: ten are majority rac 


Ie is important to dstuss the 
racial/ethnic composition of 
staf, especially ifthe target 
population i etnical diverse, 


two members are minority; three members are women, ‘The CMC has a written and understood 
policy for hiring individuals who have traditionally been underrepresented in the sector. Its 
personnel policy states: "CMC provides equal opportunity to all applicants without regard to 
race, color, religion, age, sex, physical or mental disability, national origin, marital status, sexual 
orientation, or any other legally protected status, In addition to complying with the letter and 


spirit of this policy, CMC practices policies of recruiting, hiring, training, management 


This passage brely defines job 
responiilies fora pean nt 
yet hired. 


development, promotion, and compensation based only on an equal opportunity basis,” 
‘The Project will be staffed by one full-time project coordinator and two assistants 


Equipment repair and linkages will be maintained by Technology Services, which has a staff of 
two. The project coordinator will be responsible for scheduling the training van’ stops and 
visits, for developing curricula and deploying it to the Web, for marketing the services available 


Often, you are asked to 
describe the peron who will 
lead the projact long before 
they are hired. In this case 
the writer should have better 
defined the educational and 
experiential qualifications 
the organization would look 
for when hiring its project 
cerdinato, 


from the Project with other local nonprofit organizations, particularly those serving at-risk 

populations, and for reporting progress toward goals to the Executive Director and the CMC 

Le Board of Directors. This person is not yet hired. The CMC will make every effort to recruit a 
minority and/or woman for the project coordibator position, At least one of the Project 

ants, both of whom will work most closfly with program participants, will be a person of 

color. 


Technology Senices sa part of 
the applicant organization. 


highlight your differences from them and to underscore your organizational strengths. Do not ignore the fact 


that there is competition, but don't dwell on it, 


even know about other organizations doing similar work. Ir's best 


er. You don’t want the grantmaker to assume that you don't 


the leaders from competing organizations 


have discussed similar problems and possible collaboration. If they have, report reasons why they have deter- 


mined that collaboration is not a viable option in this case. 
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Duplication 

Duplication of services is a red flag for many grantmakers. While exact duplication is rare, it 
is often difficult for the grant reviewer to discern differences among service providers. The 
worst case is when a grantmaker receives multiple proposals promising what appears to 
be the same set of services in the same area. Avoid this situation by describing the service 
landscape and your organization's place within it. 


In the first sample, the agency is one-of-a-kind. 


Sample: Similar Programs/Agencies 


‘There are no programs or agencies similar to Pediatric Asthma Network (PAN) in the County 
and only a handful of such programs in the nation. In fact, at a recent convention for healthcare 
professionals who specialize in asthma management, the local program was highlighted for 


s the Le ATT 


statistically significant results achieved in a areagvely brief time. 


Itis the vision of PAN’s Advisory Board to become "the State model organization for asthma 
care, offering education, professional expertise, and advocacy resources to control this serious 


This statement not ony asus 
the grantor that there are no 
compels, but takes the oppor 
tunity to ofr statements about 
the uniueness and strength ofthe 
ogaizaton 


illness. Through stronger collaboration with institutions of higher education and health care, 
PAN will improve the lives of infants, children, and adolescents with asthma.” Furthermore, 
PAN aims to "become a nationwide model making its experience in research, education, and 
treatment available for replication by any and all interested professionals and organizations.” 
(Long-Range Strategic Plan) 


eral programs with similar populations and services. 


The second sample comes from a grant for a camping program, of which there are sev- 


Camp Orleans was the first of its kind in the State of Midwest to provide summer camping for 
low-income youth. Today, it knows of several camps providing experiences for at-risk and/or 


This sentence names the com- 
petion within the elon 


low-income children and youth, including Boy Scouts, Camp Tall, Med Children’s Camp, Camp 


Indian Guides, and Pines Island Camp. 


Camp Orleans has always been unique in that police officers participate with youth at camp as 


day counselors and coaches, To further its unique appeal and use to the larger community. 
Youth Service Organization plans a year-round facility with challenging programs designed to 
develop leadership skills in young people. All specialty camps are available on a sliding fee 
from $20 to $200 depending on what families can afford. 


This paragraph describes how 
this camp i diferent and how 
Iwill be further difrentated 
with new programs. 
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Constituent Involvement 


Stakeholders are all the agencies, leaders, members of the target population, staff, and others who will be 


affected by a program or initiative. When a grantmaker asks about constituent involvement, it is asking who you 
brought in to the project design and/or who you will work with to design and deploy an evaluation. They expect 
the “who” to include members of the group that will benefit or be most affected by your project. 


Sometimes, nonprofit organizations don't ask first. Sometimes, they want to pilot something they believe will 


work and get input later. While this is common practice, it makes this particular section difficult to write. 
‘This is how one organization that did not seek specific information from the target population handled 


the question: 


Sample: Constituent Involvement 


The collaborating organiza 
tions have implied constituent 
ivahement. 


"The Get the Lead Out! work plan was developed by representatives of agencies that already 
work on some aspect of the problem and have received input and evaluation of their efforts from 
funders and program participants.” 


A 


Another response for an organization that did a great deal of information gathering follows: 


The witer ges specie dates 
‘The mumber of participants 
indicates an interest on behall 
othe target population. 


The residents of the target 
neighbothood have told the 
project designers what they 
want. The projet design should 
reflect that input 


The work plan described above resulted from feveral strategy sessions and focus groups held in 
both of the target neighborhoods on August 9yOctober 4, 5, and 28, November 6, 14, and 21, 
2000, Participants included more than one hundred target-area residents and representatives from 
service agencies, businesses, churches, schools, and law enforcement agencies. Residents in 
both areas targeted seven areas requiring improvement, including truancy and juvenile crime, 
alcohol and drug abuse, domestic violence and teen pregnancy, housing, beautification, youth 
activities, and multi-cultural outreach. 


4 


Review of Literature 

Grant opportunities in the areas of medicine/health care, science, and/or new technology often require a section 
called review of literature. You will rarely encounter this section in a foundation grantmaker’s guidelines unless it 
is focused on a research, technical, or scientific project. The grantmaker that requests this information is testing 


the applicant to determine its level of expertise and its familiarity with current research in the field. If the section 
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is requested in a federal government grant, one or more of the grant reviewers will be an expert in the field. 
RFPs that request a review of literature often require your project have a principal investigator (PI), as the person 
leading the project. His or her credentials are important to the success of the grant proposal. 

When you are called on to write a review of literature, you must locate and read all available work and be sure 
that it is as current as possible, Structure the narrative response to discuss both how the literature supports your 
approach and how it does not. When the literature does not support your approach, you must also address why 


your organization is determined to take an alternate approach. 


Sample: Review of Literature 


Ts cal ote we 
tie sees tte esse 
t atthe tosh ot he fe 


Research has shown that lead poisoning has a pervasive impact on the human body, bes 


impacting most of the physiological systems, Those most affected include the central nervous 
system, reproductive system, kidneys, and others. At higher levels, lead poisoning also can cause 


comas, convulsions, and even death, but even at lower levels, the presence of lead in the blood [>3. sssey aor oan 
can severely limit a child's development. Some of the most significant consequences include Lan 
diminished intelligence, limited neurobehavioral development, diminished physical growth and | lesdhazasin bones, suppor 
stature, and impaired hearing. ing te statement of eed 


A review of existing literature on lead hazards results in numerous publications on risk 
analysis, lead hazard control, primary prevention strategies, and global prevention strategies. 


Little literature exists on the development of broad-based collaborations to ameliorate exposure 
The witerlams tha te review 
and risk or on the potential for effectiveness of such collaborative efforts, <——————— juror i vor 
The "Get the Lead Out” Collaboration builds on the lessons learned across the country by ress. 


bringing together actors from state and local government, national development organizations, 
nonprofit organizations, and community-based groups, as well as private citizens, The 
collaboration also features the direct involvement of hospitals, community health centers, and 
research institutions. In this regard the collaboration has the capacity not only to make an 
unprecedented impact in remediating environmental hazards of lead poisoning but also to 


conduct research at the ground level. Through its diverse membership, researchers working with aga 
the lead collaboration will have tie opportunity to engage in new levels of inquiry relating to the — | gatame ats ste that woul 
factors contributing to lead exposhire and the long-term implications for child development, and | sis in buling the body of 
will be uniquely positioned to evaluate the effectiveness of a comprehensive community Peal mati! 
partnership to address this health |ssue. others to learn from this ca: 
labora sons. 


Sustainability Plans 
Most grantmakers now include a question regarding the long-term sustainability of new initiatives and projects 
or for organizations as a whole. Grantmakers receive far more proposals than they can ever hope to fund in a 


given year, regardless of their assets, so they hesitate to launch even more efforts that they will have to sustain 


through grants from their foundation. The long-range sustainability should be integral to the project design and 


should be called out in this section of a proposal. 


BEYOND THE 


Samples: Long-Term Strategies for Funding 
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‘The organization has ongoing 
‘operational support tat is ot 
threatened, 


HK 2010" et annual funding partners include the Keller County Health Department, 
Majority He@ith, and the State of Midwest, which, together, provide support of approximatel 
$400,000 per year. Launching the I-Tpam activities is projected to require an additional 
$150,000 per year for the next three years, The outcomes of the implementation teams” work will 


The proposed project wil cost 
{$150,000 annually and isnot 
pat ofthe organizations budget. 


be measured, and successes used to market Healthy Keller 2010 and its work to major HMOs 
and other health insurers and to area businesses to demonstrate effective reduction of health care 


problems and resultant costs. The organization's plan (or 


sustainably is to market its 
forts to for-profit businesses 
that havea business interest in 


the work. 


In the next example, the organization is applying for a one-year grant to launch a program. Its sustainability 


plan indicates where money will come from to sustain the ongoing operations of the project: 


The organization describes the 
stably of is annual sources 
of revenue to assure the grant 
maker that wil havea means 
to incorporate ongoing progam 
costs its budget. 


Much of the cost of launching the Mobile Lab (ML) and its programs is requested from the 
year-one grant, Ongoing costs include maintenance and fuel for the van, staffing, 
software/hardware upgrades, and an annual student video production competition. 

CMC is prepared to incorporate the estimated annual cost of maintenance, repair, storage, 


‘and gasoline for the MML into its annual budget and has already done so for year one programs. 


‘The cable franchise fee recently negotiated provides CMC with bith cable-access television 
support and some Internet support for the next fifteen years, Becduse part of the cable franchise 
fee will come from a portion of the cable company’s “At Home’ Ynternet subscribers, the money 
may be used to sustain the cost of operating and maintaining the ML. 


The ogarization has caeulated 
‘ongoing costs. This is @ good 
practice to Incorporate into the 
‘ranting planning process. 


The remaining ongoing costs come to approximately $120,000 (staffing and awards dinner) 
and approximately $20-$30,000 annually for equipment/software purchase/upgrades or a total of 


J $150,000 needed each year to operate the MML and its programs. CMC will encourage agencies 


and schools that use the ML regularly to include in year two and beyond budgets a fee for service 


based on the number of hours requested and based on positive evaluation and need for 
continuation. It will also charge fees for service at large community meetings and events and 
will seek local funding of ongoing costs until the program is subsidized entirely by fees for 


‘The applicant believes that 
funding will cme from several 
sources rather than relying on 
‘unding fom one foundation. 


> service. 


CMC plans the following mix of funding sources for years one through four: 


Year One: $432,500 Budget 


The remainder of the seed 
funding is assumed to come 
fom the grant if this proposal 
{is successful funded 


45% local funding CMC annual budget - $75,000. 
Fees for service - $3,000 
t Existing grant - $80,000 


Donations and discounts - $40,000 


YearTwo: $175,000 Budget 
100% local funding: CMC annual budget - $25,000 
Local grants - $100,000 


Note thatthe sources of fund 
ing remain the same, but the 
amounts change overtime as 
the projet gains strength and 
supporters. 


Fees for occasional services - $5,000 
Fees for regular service - $25,000 
> Local underwriters (competition/awards) - $20,000 
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Organizational History 
This is generally che easiest section of any grant proposal because it usually exists in brochures, past grant 
applications, and many other places, including institutional memory of staff. Once written, it can be cut and 


pasted into other grant applications with only minor updates. Each time you reuse this section, be sure that you 


revise it so that it speaks to the qualities of greatest interest to the potential funder. Focus this section on the 


ission and strengths of the organization, and use the section to highlight recent accomplishments such as a 
successful project or an award made to a program or staff member. As with staff qualifications, this is nota time 
to be modest, but don't overstate the case, either. 

Ifyou are working in an organization in which several individuals write grant proposals, such as a university 
or hospital, post a strong organizational history and master copies of common attachments to a wiki so thar all 


grantwriters can use the same information. 
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Sample: Organizational History 


The introduction provides, 
Information bout longevity and 
structure, 


‘The Community Media Center (CMC) was founded as Cable Access Center in 1981. Today the 
CMC houses TECH services, a computer service provider for nonprofit organizations; a 
laboratory that provides scheduled classes and free use of computer equipment; CityTV 
television studio and video editing; WYWY, a community radio station; and Institute for 


Until this section, the proposal 
has centered on goals forthe 
ject ornate is proposing 
for funding. Now it focuses on 
broader organizational goa that 
are apart of most gains 
state plans. 


Information Democracy (IID), a program that teaches media literacy around social issues and 
that logs and reports local media election coverage._§ <————____ 


[> Mission and Goals 
The affiliates and all of their programs work together under a shared mission of "building 
community through media.” Goals for the coming year were established by the Board of 


Directors and include: 

+ Developing an overall partnering and collaborating strategic plan 

+ Establishing partnership with the Public Schools and continue building on successes with SU 
and CC 

+ Identifying community technology classes and other groups for future marketing 

+ Pursuing cross-marketing opportunities with these groups by sharing and cross-promoting class 
information and organization information 

+ Cross-promoting between affiliates 

+ Establishing budget for marketing 

* Creating an All-Affiliates annual event for recognition, education, awareness, fund-raising, etc. 
+ Developing a strategic/feasibility plan for radio equivalent of CityTV, space needs, content 
sharing, and print media 

+ Reviewing and assessing Help Desk effectiveness and expansion possibilities 

+ Adding CMC links to and from Chamber of Commerce sites and other organizations 

+ Reviewing feasibility of online newsletter 


‘Athough you are probably eager 
total ofall the organization's 
accomplishments, ty to keep 
this ection bi. A page oles 
Is desirable 


+ Further defining and developing CMC services and educational areas and cost (e.g. NPO 
database and newsletter, informational brochures, public forums, etc.) 


(Current Programs, Activities, and Accomplishments 


This highlights only the most 
recent accomplishments 


Focus on crganzational capac. 
ty and structure 


Currently, CMC is working with Southtown (o establish wireless connectivity for all nonprofit 
tenants and to exchange services for reduced rent for our educational staff. Other recent projects 
include partnering with the Museum, City, and County to provide technology services, including 
oral history production at the new Community Research and Archive Center; an effort to assist a 
California city in replicating the CMC/library model; and an effort to build a media center in 


Ghana. CMC and its affiliates continue to look for new ways to partner and/or to serve the 
community with instruction and assistance in all forms of media communications. 
Organizational Chart 


An organizational chart is attached. 


. SS SS 
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Logic Models 

Logic models are a means to present an integrated project and evaluation plan. They are often selected by 
applicants as the best means to illustrate the synergy between the two plans. Nationally, most United Way 
organizations require proposals for funding to include a logic model. Writing a logic model is not difficult, but 
it often intimidates nonprofit leaders because it requires a vocabulary lesson to explain the sections. 


+ Inputs are the resources (money, time, equipment, etc.) the organization needs to undertake 
the activities. 


* Outputs are the measurable/tangible effects of the activities. 


* Outcomes are the changes that will come about because of the project and its activities. They are 
defined as initial (immediate), intermediate (within the year), and long-term (possibly after the 


grant period). 


* Indicators are the data the organization will use to determine whether it met the planned outcomes 


of the project. 


Sample: Logic Model 


'A the aces are planned to 
inerease the number of people 
who live ffee from vilenee In 
their homes, neighborhood, 
shoal and wrklace, 

Program Logie Model The witer defines the gant 
: maker's program ares and the 
Agvory: Cissus Chante Foun thal win he progam tat hi 
Pape ene erie project wl help the grantmaker 
y sie. 
sae Arete, <<< $$ 
seal 
Fanting Parte ant sctupmuki- | 1300p anny Incremed mares of Cine | fered mmr of Ineo fing safe 
Tagg in ie ‘vere arn Imexweonvisino sg | tony pic 
seria Cofino 3 wep fom dpe 


(Cos testo Sever nga mencsettptiy [Prermcomeerran | et ep an yore 
Tetphone ines with Fake idle andigh- | tengo anc of atl | incesed numberof “qniy” | tepring eecome each i, sgantmake’s goal i it acieres 
tering ‘Shad nee swt Fs) | 130/00 anna te Rcciokaeace Selatan oor 
Fucalcrenige: Aen | Rovilemomnourctine | Nevatronkene fe pile | tecremad uct webster | gma ed vases, 
Wer Steandmainicrace | ENTE 20am nm-Enssk | Der sc rims in 
Prone se of Crime ‘peaking onion amas, | schol 
emblshel elastin with | Obert pin ogh 
ime Fath Make Lange | Icing toomestand | 208pn om jal i ine 
Tiptine Seni 
Minin Web sit ‘Web sewn ott 
Quality is defined inthe 
proposal as being those tips 


leading to & suspect or person 
of interest. 
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The daa suc nates wat 
mmessues the organization wil 
tse to gather te indeats, 
The colecton melo nates 
wheter the ganization wl 
tse sume, repos, or ther | 
means to gather the data 
te Outcome Measurement Framework 
orm Cie 
Sas Ta Tae Da Ca 
TnceuedawaeresofCrineOsener | Numberofisinseasesmaly | eal euns nent 
poem 
a a Tat 
a Sania pepe on web | oun Ti 
Pine inane Fs a ct a na Te onto RTT 
it second chart and ther 
eon. “aoe mnt fea Haven | Raabe oi emia id —| Ta seme pT | TT 
sing es bs 
a a 
aac Tacernl peat oe 
Taxonomy of Outcomes 


The Urban Institute and the Center for What Works has developed a taxonomy of outcomes that 
allows organizations to select appropriate outcomes and associated outcome indicators more 


efficiently. http/www.urban.org/center/met/projects/upload/taxonomy_of_outcomes.pdf 


Common Attachments 
Most foundation funders will ask for one or more of your organization's documents to be attached to your 


proposal or uploaded to your electronic submission. Commonly, they request: 


Board roster 

The board roster should include more than the names of your board members. Include, at minimum, names, 
qualifications, and demographics, Additionally, foundations may wish you to include the members’ length of 
service, offices held, and a statement regarding board members’ monetary contributions to the organization 


and/or the proposed project. 
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Why do they want this 


Governance is an important part of organizational capacity. The funder wants to look at the board compos 
tion to see whether the right qualifications, affiliations, community or service population, and diversity are 
represented, Length of service may tell whether the board turnover is too fast or too slow. Contributions may 


illustrate the board’s commitment to the organization and recognition of fiduciary responsibility. 


Financials 


‘The funder will ask for a copy of the audited financials (if available) for the last two years. 


Why do they want this? 

‘Audits are done independently of management. Beyond financials, audit procedures include examination, test- 
ing, and verification of supporting documents, internal controls, transactions, and asset and liability balances. 
If there are issues, the auditor has a good chance of finding them. Two years of financials are requested because 


they can show the organization’ continued good record and/or response to identified issues. Not all organiza- 


tions are large enough to have an audit, which can be expensive and time consuming. An “audit substitute, 
either a review (essentially an audit without testing or verification) or compilation (simply financials organized 


in an audit format), may be accepted. 


IRS Form 990 


The funder will also ask for a copy of the latest Form 990—an annual information filing by nonprofits whose 


annual receipts are normally more than $25,000. It is a public document and must be shown to anyone who 


requests it. 


Why do they want this? 
The 990 contains both financial and organizational information. Unlike an audit, the financials and related 


procedures have not necessarily been verified and tested, thus this form isn’t a good substitute for an audit. 


, the 990 provides summary information about an organization's mission, finances, and fundraising 
expenses, and includes sections with new questions on tax filing and disclosure compliance, as well as gover- 


nance, compensation, and expenses. 
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IRS Determination Letter 
This letter from the IRS is proof that your organization is an IRS-designated nonprofit 501 (c)(3), and, thus, 


that it may seek grants from foundations. 


Why do they want this? 
Foundations must provide proof to the IRS that they are providing grant funds to legitimate nonprofit orga- 
nizations. When they do not have these letters on file with their grants records, they must complete complex 


expenditure forms. 


Bylaws and/or other policies 
These documents are not as commonly requested and can be found in your organizational archives. If you 


propose a new policy, such as ensuring diversity of staff and volunteers, the board must review and adopt the 


policy for operating. 


Why do they want this? 
Generally there are two reasons funders may request this. The first is that they are looking to see if a certain 
policy component is included; for example, a diversity statement that includes gender as well as racial represen- 
tation. The second usually comes from a local funder, which has experienced organizational development issues 


in its nonprofit community and wants to ensure that policies addressing the issue exist. 
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CHAPTER 8 


THe GRANTWRITING CRAFT 


Searching for grant sources, identifying appropriate alliances, talking with funders, and totaling budget line 
items, while important, do not overshadow the need for a grantwriter to write, and write well. Central to writ- 
ing well are knowing your audience and keeping in mind throughout the writing process what the audience 
wants and needs to know; secondary, but also important, are the grammatical, structural, and stylistic aspects 


of writing. 


Write It Well 

Many people have pet peeves about certain uses of grammar, trite sayings, or current jargon. One might be 
bothered by a split infinitive (inserting an adverb between “to” and a verb as in “to boldly go”); another might 
think, “If read the phrase ‘a seat at the table’ one more time...”; and still another might be weary of the overuse 
of “youth” to describe teenagers or adolescents or the use of “impact” as a verb. 

Every writer should keep his or her potential audience in mind during the writing process. Therefore, it is 
important ro make yourself aware of unintentional habits from the oral language that creep into your writing. 
‘To your ear, it may sound perfectly acceptable to use phrases and words that people use all the time, but writ- 
ing is a more formal mode of communication and merits your attention to correct usage. Keep stylebooks, 
writing manuals, grammar textbooks, and a dictionary close to your computer for frequent use. When your 
work is corrected by a professor or an editor, learn from your mistakes. Commit the error to memory so you 
don’t repeat it. 


When you write a grant, write simply and straightforwardly. Stare the ideas and concepts clearly, using shorter 
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sentences, and selecting, when there are options, easily understandable words. Your writing won't have more 
authority because you use bigger words. It will have authority because you have a deep understanding of your 


topic. Remember, grant re 


wers read several proposals a day. The easier yours is to read, the more quickly they 
can grasp the concepts and, ultimately, the more positive their response to the proposal will be. Good writing 


wont sell a bad program, but many good programs have gone unfunded because the proposal was poorly written. 


Explain Acronyms and Terms 
On first reference, spell out the name of the organization, project, or other item followed by the acronym in 
parentheses, Thereafter, try to write out the entire name once per page. Unless the acronyms or abbreviations 


are commonly used and understood by the reader, try ro use them minimally. No reader likes to have to turn 


back three pages later to recall what you mean by “BISCR.” Use shortened versions of the formal name rather 


than alphabet soup. For instance, Keller School District can be called alternately by its full name, by KSD, and 


by “the distric 


If there are terms specific to the nonprofit be sure to explain what is meant by each term. For example, 
“transfer” means to move something from one point to another, but it has a specific meaning to inventors. 
Similarly “advanced manufacturing” has a specific meaning to manufacturers but means little to a lay audience. 


And, while “digital divide” is fairly well understood by most readers, you may have to describe what it means 


in your community. 


Tip 
Ifyou select an acronym to name your project, try to select one that is a word and is, there- 
fore, memorable to the reader. For instance, a planning committee called its technology on 
wheels project the MML for mobile media laboratory. Later, it changed the name to MoLLIE, 
for Mobile Learning Lab for Information Education. 

While the actual words used to create the acronym are longer than the original, the 


acronym MoLLIE is memorable to participants and funders alike. 


Use the Active Voice 


Good writers always use active voice construction and slip out of the active voice only for deliberate effect, as 
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in the line from Death of a Salesman when Willie Loman's neighbor says, “attention must be paid.” If you take 
nothing else away from this chapter but adopting the use the active voice in your writing, you will come away 
with improved skills for writing more readable and interesting proposals. 
Active voice has a subject; passive voice doesn't. Note the difference between the following: 
* Active: ABC Nonprofit served three hundred children in 20XX. 


* Passive: Three hundred children received services in 20XX. 


‘Taking the actor out of the sentence is not just poor and dull writing; it can also havea psychological effect on 
the reader, If your proposal is written in passive voice, the reader may get the impression that service is magical, 
that the nonprofit is unnecessary. 

Many nonprofit leaders speak and write in passive voice. While they are often accountable for their mistakes, 
they rarely take credit for their accomplishments, and, as a result, they often hesitate to make themselves or their 
organization the subject of their sentences. 

A grant proposal is not the place to be modest. Your mission is to convince the funder that the organization 


ion and its staff 


is strong, its staff is capable, and that the nonprofit has a track record of success. Your organiz: 


take the actions in your project—make them the actors in your sentences. 


Tips from a Program Officer 


* Set out the primary point of a proposal section in the first paragraph. Help the reader understand 
why you are making the supporting points. 


+ Don't make the program officer read through pages and pages before you get to your request. Tell 


‘the reader what you want up front. 


First or Third Person? 


The choice of first or third person narration is entirely the author's. First person narration uses “we” statements 


about the applicant. Third person refers to the applicant organization as an “it.” The first person narration is 
friendlier and, therefore, perhaps less appropriate for a formal application to an unknown reader. On the other 
hand, as you develop relationships with local grantmakers, the third person may begin to feel too distancing or 


stiff. Either way, be sure that you are consistent in your usage throughout the proposal. Write your cover letter 


in first person regardless of your choice of v. 


for the proposal. 
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Speak with Authority 


A good writer knows his or her subject matter. The writer must become an expert, not just in proposal writing, 


bur in che subject, whether that topic is new cancer research, K-12 education, technology, counseling, or law 


enforcement. Depending on your background and ability to learn and absorb quickly, you may have to leave 


some grantwriting, such as thar for medical research, to subject experts. 


Will/Would 

Use “will” in grant proposals, as in “ABC nonprofic will train tutors,” or “DEF nonprofit will convene a meet 

ing,” The auxiliary verb “would” implies that the organization's action is conditional, that it will perform the 

action if, and only if, it receives grant money. Thus, it implies a lack of staff commitment to the project. 
Further, many grantmakers pull the objectives in your proposal verbatim to place into a grant agreement 

(contract), The use of “will” statements translate well into the contract, as in “ABC will serve three hundred 


children by December 2015.” 


Political Correctness 
Politically correct terms change, so you must stay current and use the latest terms in your grant proposals. Once 


again, be sensitive to your reading audience. 


Since people of Mexican, Korean, or African descent are fast becoming the majority ethnicities in communi 
ties, itis no longer accurate to use the collective “minority” race/ethnicity. Instead, use “people of color’ 

‘Try to use the actual country of origin when writing about segments of the population (e.g., Mexican American, 
Korean American, or people of Mexican descent). If you group people within segments, the current politically 


correct terms are Latino/Latina or Hispanic, Asian (“Oriental” should only be used to describe furniture from 


the East), African American, and American Indian (a recent change from Native American). 


‘Try to be gender inclusive. Use “he/she” for the singular subject or revise the sentence to use the plural “they. 


When referring to individuals who are blind, deaf, or physically/mentally challenged, emphasize the person 


different abil 


over the disability, as in “people with disabilities” or, even more ies.” Don't 


vogue, “people w 


sensationalize with phrases such as “afflicted with,” “suffering from,” or “victimized by.” 


Check Spelling, Grammar, and Punctuation 


A.writer becomes too close to a piece of work to be a good editor or proofreader; however, proofing and editing 
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are critical functions. Ask someone who's never seen your proposal to read it just for spelling, grammar, and 
punctuation errors. Review that person's work to identify the errors you make frequently and then correct them 
permanently. Do not rely on your computer to proofread the work. It cannot identify your intent and will let 
pass words thar are improperly used if they are spelled correctly. You may have meant to say “the organization is 


providing a full complement of services” but inadvertently used “compliment” instead. 
Style Tips 
* Donot use the word “feel,” as in “Wwe feel this is the right approach.” Replace it with “believe.” 
* Donotuse “hope,” as in “the outcomes we hope to accomplish..." Replace it with “plan.” 


* In third person, an organization or business is an “it.” The possessive form of “it” has no 
apostrophe. 


* Cut the fat from your sentences. Replace “due to the fact that," with “because.” 


* Avoid old-fashioned-sounding prepositions such as “upon,” as in “upon request.” Use “on.” Also 
avoid strings of redundant prepositions such as “inside of.” 


* Go “which” hunting in your document. Replace “which” with “that” in restrictive clauses. 


Cover Letters and Abstracts—Write them Last 

The last two things you should write before submitting a proposal are the executive summary or abstract and a 
cover letter. In many cases, this is where you make your first impression—and the concise writing required in 
these sections can be tough to do. IF you wait until you've written all the other sections, you'll be better able to 
select the key points you need to bring out in the cover letter and abstract. 


Some grantmakers, especially government agen 


ss, throw out cover letters; other grantmakers require them 
as part of the proposal package. When they are required, cover letters serve two purposes: first they offer a 
summary of the project and a means to make the request up front, and second, but even more importantly, they 


offer the grantseeker a chance to thank the potential funder for its review. 
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Sample: Cover Letter 


The leer bepine by focusing 
on the reader rater than he 
22, 2012 ity, anit opens witha thank 
You. Tis is preferable or“ 

‘am enclasing.." which focuses 


onthe wt is. 

Mr. Alex Axle, Executive Director 

‘Twenty-Two Foundation | 

4444 Thirty-Third St. SE 

Anyplace, USA 55555 ‘Athough this name has been 
changed, it canbe help to 

Dearie aes a name all your projects with 
4 tame ot acon that i 

¥ mencrabl. 


Thank you for the opportunity to submit the enclosed proposal for "Connective Medi 
campaign to enable the Community Media Center to acquire the Historie Theatre, thus | 
expanding communications access to the south quadrant of the city and “electrifying” the 


revitalization efforts of the Historic Street business district and its surrounding neighborhoods. | [To 
wen Foundation focuses 


We have developed several new projects for the southeast neighborhood including a Drop-in Se ae 
Center (young filmmaker training), TVStudio (community street-front broadcast studio), and a | A est fo apt ma 
neighborhood audio recording studio. These enable us to provide constructive youth programs | Suing adenoma vil 
that teach job skills, introduce people to creative computer-based applications, build self-esteem. | tite unt’ gos or 


and social skills, improve literacy, and develop pride in the neighborhood. | nog sual ones 


We have already seen dramatic results from these activities and a ready acceptance of media 
technology by the community that lives near this media campus. Recently, the consultant 
evaluating the WI-FI pilot project of the City noted that the Historic Theatre area pilot was the | 


strongest. We believe that’s because the CMC called on partners to donate computers and 


wireless cards, which we were able, in turn, to donate to families who participated in CMC iis eis eaten the 


requested grant amount. 
computer use training 


‘The CMC respectfully requests a Twenty-Two Foundation gift of $50,000 toward the $2.4 | 


million campaign and would like to work with the Foundation trustees to determine the most The grant request snot 


appropriate naming opportunity to acknowledge your gift, Please contact me if [can answer any | ‘smal fo a ov sete 
questions regarding thidproject. And, again, thank you for your interest. A the CMC is purchasing. A 

naming opportunity provides 
the foundation with 2 ay, if 
; itehooses, to emphase its 
Sincerely, wogam focus to the future 

isto. Tis fundaton might 
flect to have the CMC call 
its educational Tstdio the 
“nent Tw Soon” to help 
Director build public avaeness of its 


Community Media Center Be 


This sentence offers to follow-up 
ifneeded. 
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Teamwork—Reviewing Your Proposal 
Ie critical to put together a grant proposal review team for every proposal you write. Representatives of orga- 
nizations thae will be performing the work described in the proposal must read and approve the work plan and 
any later changes to the work plan. 

As you gain experience and success in grantwriting, often leaders of organizations with whom you are working 
will tel you they trust your judgment and skill. Ie may be true and nice to hear, but you cannot allow the flattery 


to turn into a shortcut. If you are unsure whether nonprofit leaders are taking the time, ask them to initial each 


page so you can be sure they've signed off on the proposal. 

‘Though they won't be a part of the project design team, two other types of readers are critical: a third-party 
grant review person and a proofreader. The third-party reviewer should be someone entirely unfamiliar with 
the organizations and project. Give the reviewer the review criteria or rubric and the latest proposal draft and 
ask that he or she read and score the proposal. Ask for feedback on how the reviewer thinks you can strengthen 
the proposal. You should see this reviewer as representative of your reading audience, the grant reviewers. If the 


reviewer points out a flaw and you disagree, don't argue your point. You wouldn't have a chance to do that with 


a grant reviewer, would you? Instead, tak: 


all the criticism and work diligently to strengthen your proposal. 
‘There's no place in professional proposal writing for a fragile ego. Get over ir, and get on with it. 

Finally, have a trusted person (an English major or someone known for technical skill and attention to detail) 
proofread your final draft. This person, too, should come fresh to the process so his eyes catch your errors and 


help you make the proposal the best it can be. 
Review Criteria 
REPs released by the government contain selection criteria and scoring parameters that will be used by the panel 


of independent reviewers. As you saw in the outline of the Safe Schools-Healthy Students grant in chapter 5, 


each section was assigned a point value so the writer knew what to emphasize in the proposal. Scoring grant 
proposals is subjective. In fact, you will often find that if you request reader comment sheets after a failed federal 
grant proposal (see chapter 12) that no two reviewers agree. One may award you nineteen points out of twenty 
on the need section while another awards only twelve. 


In an effort ro make the scoring more objective, some federal grants contain a rubric—a scale that helps them 


identify which range of scores they should award based on the content of the application. The rubric will be 
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available to grantwriters as well. Use it during both the planning and the writing process and provide it to your 
third-party reader. The following is a sample rubric for a Community Technology Center (CTC) grant, a federal 


grant program to address and correct the digital divide in many U.S. communities. 


Sample: Rubric 


Eligibility-Please answer yes or no to the following questions and provide comments as necessacy. 


Dijeibiliy Comments: 
Is the organization a CTC? —_No | 
Is the organization a nonprofit? No 
Haas the organization been in operation for a year or more? —No 


I you answered no to any of the above questions, itis possible that this proposal is not eligible for consideration for the grant program. Please email 


oor eall Suzie Staff (555.555.5555) immediately to discuss its possible disqualification. =. 


Proposal Rating-Please Score the following sections using the eriterion as a guide, [any element of the proposal does not receive a gookl or 
‘exemplary rating, please explain, in detail, the reason(s). Please use the following as a guide of scores forthe sections below: 


Dit of Spoins | Dut of points | Soaring Guidelines Bele the gant event reads the eo the popes he or 
ot 02 Information not provided or incomplete she mst telephone the taf person to discuss eligi the 
2 34 Lacks sufficient information two fin thatthe organization f ineligible, the proposal wl 
3 © ‘Marginal (requires clarification or additional information ] Pt be rad The proposal wie mist be sue to coer hese 
: 5 too ees ely etera wth th fs paragraph ofthe ropes 
5 ta10 Exemplary (well conceived and thoroughly developed) 
Giterion Siow eras 
Organizational Capacity Each section has a total point 
‘Applicant organization shows sufficient experience to carry out the proposed projec. _ om ofS ale of eo opin. The 
Project fits within organization's stated mission, nN 1 range of scores reflects the 
searing ules rot point 
Weed far proposed productipraject vals. 
Proposal clearly states need forthe proposed project. 
Proposal shows evidence tha a literature review/needs assessment was completed by <4 
applicant 
‘The stated nee willbe adresse by the proposed project. The wer must comince rade that the organization has ity of suc- 
‘The proposed project will not duplicate other products/efforts that already exist, J cess and has adequate staff and resourves to carry out the proposed project. 
‘The proposed project will be applicable and beneficial to other community technology Te esin ve Wisdnt He ole dos tt ee eat 
rograns rN ergnztion, this may as a red that the oraniaton chasing gat 


money. fo instance, an applicant is church ofxing computer training in 
the basement on Wednesday afternoons, the proposal witer must explain how 
Project Description the project ts into the overall church mission. 

Applicant provides a clear description of the proposed project. 

Proposed project will be suitable for widespread distribution, 
Applicant proposes the ereation of adequate supports (instructions, documentatfon) to 
support use-of project by CTC fie. 

Project Outcomes 

‘Outcomes are clearly presented. 
‘Outcomes are desired by ta 

Project implementation 
‘The timeline of key implementation activities is clearly presented, 
‘The timeline of key implementation activites is realistic. 


The writer mist demonstrate that thee is reason beyond the wishes ofthe 
‘organization to propose ths project-ether the iterate say that this sor of 
she projects succes nsimarcicunstances or meer of the target popula 
Heng ton have niated a sting need and dese forthe seni, 


‘There isa clear description of staffing requirements for proposed projec. 
Budget The witer must identify siniar projects and tell 
‘The budget is realistic, given the project being proposed _ out of 3 ‘ow ths organization’ project wil be diferent. 
All activities described in the budget are described inthe narrative. ‘ter denting oer ecology rots, the wer 
Caterion Saw vl ae o explain ow this project rounds ou the 
Organizational Capacity feng in the community. 


Applicant organization shows sufficient experience to carry out the proposed poject, out of § — —___ 
Project fits within organization's stated mission, nf 


|s the project replicable elsewhere? Can others len 
from your mistakes and successes? 


Should this proposal be funded? —_Yes _No 
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Presentation 

Completeness 

Your grant application must be complete with all required attachments. If the RFP or guidelines do not provide 
a checklist of application components, create one of your own and check against it as you collate your grant 
package to ensure that everything is in order. A sample grant application package checklist on page 130 is 


provided by a national foundation. Many funders require the same or similar attachments. 


‘Typography 
Always follow the outline exactly as provided in the grantmaker’s guidelines or RFP. Number or letter your 
sections as they appear (e.g., 1, 2, 3, I, II, III, A, B, C, etc.). Number subheadings exactly as they appear. If 
instructions appear in bullet form under a heading, identify them with callouts in bold and/or italic type so the 
reader is sure that you are responding to every question. 

Shorten the instructions into identifiable headings and subheadings. For instance, the instructions might say, 
“[dentify the need in your community for a technology center.” You can shorten the heading to “Statement of 
Need” or “Need for Project.” Pull the salient information from the question. “How have you involved constitu- 
ents in the development of your project?” becomes the subheading “Constituent Involvement.” 

Unless you are instructed otherwise, use the typeface considered most readable: twelve-point size in a simple 
serif font such as Times or Palatino for the body of the narrative. You may use sans serif typeface for headings 
and subheadings as a way to help clarify and call out section changes. 

Page margins are often prescribed by the grantmaker; when they are not, a standard is one inch on all sides. IF 
you are allowed to bind a document in a three-ring binder or folder, expand the left-side margin by half an inch 
to accommodate the paper punch. 

REPs from the government will instruct you whether to use single or double spacing between lines. If there 
are no instructions regarding line spacing, you may single space. Try to leave a line space between paragraphs 
rather than indenting each paragraph, and definitely add a line space between the end of one subheading and 


the beginning of another within the document. 
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: Grant Application Checklist 


Private Foundation 
Grant Request Chee! 


ist 


Please remember to include all the following with your grant request and refer to the 
proposal guidelines for more details. Consideration of your proposal will be delayed if you 
do not follow these guidelines. 


PROPOSAL 


1. Executive summary must include: 
* amount requested; 
* duration (the first day of the month through the last day of the month ex, June 1, 2000-May 
31, 2001) 
* up to3 proposed grant activities (Briefly list major activities that will support your strategic 
objectives.) and up to 3 grant products (List expected tangible results of foundation support, 
e.g., printed material, video, CD-ROM, and Internet publication.) 


2. Full proposal as per guidelines 


ADMINISTRATIVE INFORMATION 


Include: 


‘An Employer Identitiction 
Number (EIN) is similar to a 
social secuty number for an 
Individual 


* head of organization (President or Executive Director) not department head 
* project director's name and title 

* financial officer's name and title 

payment information—wire transfer OR check, not both 

_organization’s EIN number 


BUDGET 


use foundation's budget format—summary and narrative 


Federal grants ask for your 
ployer Ientifcation Number 
(EIN) rater than this letter, 
ich they use to vey your IRS 
501(e\(3) status. This funder 


budget signed by both project director and financial officer 
list project total per year and amount requested from foundation 
explain carry-over funds, if a renewal 


ALSO INCLUDE IN PACKAGE, 


* tax-exempt IRS letter 


wants bath 
‘© most recent annual report 


* current operating budget 
* most recent financial report 

Universities and organizations that have received a grant in the past two years do not need to. 

send these materials 


Letter of endorsement signed by head of institution or someone with fi 
must include: 


cal responsibility. Letter 


The coer letter for this funder 
must incde the speci nor 
mation ited, 


* name and purpose of project 
* project director 

* amount requested (must match amount on budget and in executive summary) 

* duration for foundation’ s part of project (the first day of the month through the last day of 


the month ex, June 1, 2000-May 31, 2001) 
4, CVs for key project staff 


3. Four hard copies of final proposal. (Note: for requests of $50,000 or less only two copies are 
required) 


If you fax or email additional materials, you must also send us a hard copy for our files. 
Requests will not be considered if your institution has any outstanding reports due to the 
foundation. 


Please contact staff with questions 
BE SURE TO RESPOND FULLY TO THIS CHECKLIST. 
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Page Counts, Word Counts, and Character Counts Often Count 
Again, you must follow instructions. Most foundations take the position that your high school English teacher 
may have had: the proposal needs to be as long as it takes to make your points well. Even so, be courteous. 
Foundation staff and trustees are no more eager than you are to read a voluminous, highly technical tome. Try 
to limit your concept paper to ten or fewer pages. Grant proposals are not the most exciting reading experience 
anyway, so make them succinct. 

REPs, on the other hand, often have hard-and-fast rules for page counts and, increasingly, since the advent of 


eGrants (the electronic submission process established by the government), even word or character counts. If 


you do not adhere to the page counts, the foundation may throw away your entire application. At the very least, 


if it requires ten pages and you send twelve, it'll discard two of the pages. You'll lose points for the sections that 


are missing, and even if your earlier sections score 100 percent, it will likely not be enough to achieve a strong 
score against the competition. 
As foundations move to electronic submissions, more and more are limiting your narrative by the number of 


allowable words or even characters. Use tools in your software to ensure that your narrative does not exceed the 


limits. Be sure to double check after you paste a section into the online form that you can see the entire entry 
before you submit. It can be challenging to limit your case statement or project description to 300 characters, 
but you'll find that it forces you to practice (a) telling the reader only what he or she wants to know, (b) empha- 


sizing the most critical and important aspects of the program, and (c) speaking with authority on the subject. 


Paper Selection 

Within the coming decade, paper submissions will likely become a thing of the past; however, until all grantors 
moye exclusively to online submissions, paper selection remains a consideration. Once upon a time grants were 
always submitted on stationery-quality paper. When you submit a proposal on paper today, however, copy stock 
is perfectly acceptable except when you are writing about environmental protection. In those instances, be sure 
to select and print on paper that has a recycled symbol. The use of recycled paper in other instances, though not 
mandated, says something about the organization's values, so you might consider using environmental standards 


for all your office supplies. 
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Use 8-12 x 11-inch paper stock. If more than half your narrative is composed of lengthy charts that must be 
printed landscape to capture the information (such as a logic model), consider creating your entire document in 


landscape. Though the length of the lines on the page may annoy a reader, it's possible that continually sh 


the grant package to read different pages will be equally or more so. 


Pagination 

Always include a header of, more preferable, a footer, with the page number of the narrative. When requested 
for longer grant applications, you may even have to number appendix documents successively, so run copies of 
existing documents such as the audit through your printer in order to print just the footer on them, This also 
enables a table of contents for longer grant applications. 


Include the name of the organiza 


n, the project name, and the location of the nonprofit applicant in the 


footer. Here's a horror story: Years ago, two nonprofits in two different states applied for the same federal grant. 


Both nonprofits were called “The Bridge.” One of the organizations scored high on its application and was 
awarded funding; the other was not. Someone made a mistake, however, and sent a grant agreement and first 
check to the wrong Bridge. When the successful applicant learned of the error, its staff was told that it was too 
late. The government had no appeal process and had expended its grant funds for the program, Your lesson: be 
sure that every page of your narrative contains identifying information so your project, nonprofit, and location 
are easy to find. 

I's important to retain footers and headers in your draft documents even when they will be uploaded for an 


online submission, E-grants, the system used by the federal government, collates the different sections into one 


packet for distribution to its reviewers. 


Binders and Dividers 

Unless you are instructed otherwise, do not use binders, tabs for sections, or any other presentation material 
simply to make your proposal look better. Binder clips or staples are best. If you are sending to a foundation, 
use a paper clip so the staff can easily take apart your proposal to make additional copies if they need them. 
The federal government prefers staples to keep grant proposals whole and separate from others sent to the same 


reviewers. If your project 


too long to be captured by a desk stapler, take it to a shipping or copy center and ask 


to use its power stapler. This tool will securely bind fifty or more pages into one document. 
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Color, Photos, and Graphics 

In general, avoid beautifying your proposal. Beautification items include photos, color type, bindery materials, 
or any other thing that is not necessary to present the proposal content clearly and concisely. Ifan organizational 
structure or a process plan is more understandable in a graphic, absolutely use a graph or illustration. When 
you do, reduce the content of your narrative, both to make space for the graphic and to justify the use of an 


illustration over a narrative explanation. 


Color type is an unnecessary expense in toner or copying. Even lines in graphs can be printed as grayscale or 
patterns to separate one from another and make a chart more readable. If you are attaching an existing color 
document, such as a four-color program brochure or annual report, be sure to attach one to every copy of the 
proposal unless otherwise instructed. (Sometimes a foundation will request one set of attachments and several 
copies of the proposal.) 

Do use charts to create timelines, goal and objective lists, or other items that are made more readable and 
understandable by their use. Leave them in black and white and use bold, italics, and underscoring to separate 


information. A few notes about charts: 


* Sometimes a table does not transfer into an online submission. Be sure to save your document with 


charts in Adobe PDF format to preserve the chart parameters. 


* Ifthe RFP says the document must be double-spaced, you must also double-space information in all 


charts unless additional instructions indicate this is unnecessary. 


Copies 
Most grantmakers will instruct you on the number of copies to deliver. Federal grants require one original and 
various numbers of copies. Follow the instructions, Be sure that your original is clearly the original: support 
letters are on original stationery (often color) from the organizations, cover letters are submitted on original 
stationery, and all attachments are off the press. Use blue ink for all signatures on original cover sheets and 
assurances and support letters. The blue will copy as black and set the original apart from the copies. Finally, 
just to be sure, attach a sticky note or sticker to the front page or cover letter of the document, taking care not 
to cover essential information, indicating “original.” If you do so, use the word “copy” on all copies in the same 
place that you marked the original. 


Ifyou do not have the tools at your office to make collated copies, you will save time by going to a copy center 
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and running them on a machine that will. Collating is time consuming and susceptible to human error. Dont 
trust copy machines either. Check through all your copies to be sure that all pages are included and in order. 
Send the number of copies requested in the REP. 


Call the founda- 


Some foundations’ guidelines state the number of copies they would like, but many do not. 
tion and ask before you deliver the original submission, Many only want one, but a lack of information is not 


an excuse for assuming. 


Filling out Forms 

Completion of requisite forms always seems to be the last thing a grantwriter does before submitting the pro- 
posal. Don't make this mistake. While many forms require only a signature (after reading, of course) by the 
director and/or board chair of the applicant organization, many others require detailed information. Although 


some information may have to wait until the last minute (i. 


final budget totals), you should at least be 
familiar with the information you will need to complete the form. Trying to gather such things as the Employer 
Identification Number at the last minute can make you crazy and maybe even cause you to miss your deadline. 

If you are submitting online, download the application package and complete the forms by hand prior to 
uploading the narrative. This will speed the uploading process and ensure that you have all the information you 


need prior to the deadline. 


Ten Essential Qualities of Grantwriters 
1. Strong writing skills 
2. Analytical and/or systems thinker 
3. Ability to meet deadlines 
4. Ability to follow instructions and pay close attention to detail 
5. Analytical and intuitive reader (can read between the lines) 
6. Skilled negotiator and facilitator 
7. Knowledge and understanding of community and people 
8. Knowledge and understanding of change theory 


9. Empathy for reading audience 


10. Accepts criticism well; doesn’t personalize document feedback 
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Cover Sheets 
Most grantmakers require, at minimum, a cover sheet that contains important information about the applicant 
organization, Foundations generally have their own formats, though some will use the form from the regional 
association of grantmakers’ common grant application. The sample on the next page is a cover sheet from a 
family foundation with instructions for its completion. 

‘The federal government's cover sheet is called a standard form 424 or “SF424.” The request for information 
on SF424 may vary with department and occasionally with different grant programs from the same department, 
bur is always accompanied by several pages of instructions for its completion. SF424s come with an RFP pack- 


age or are downloadable at www.grants.gov. A sample S424 cover is on page 137. 
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Sample: Foundation Cover Sheet 


FAMILY FOUNDATION APPLICATION 
PROPOSAL COVER SHEET 


Enter the legal name and the 
Date of Application: ______ dua (doing business as) if 
the organization is known, by 
ni Applying: ‘another name. 
(Should be the same as on IRS determination leter and as supplied on IRS Form 990) 


ORGANIZATION INFORMATION 
Legal Name of Organizat 


‘Year Founded: Current Year Operating Budget: §_~ 


c This is the operating budget of 
Executive Director/Chief Operating Officer: the entire organization 


Address (principal administrative office): 


101 resin . ‘In some instances you will 
Phone and Facsimile Numbers: (___). a . eee 
coortnatar if elevat. 


E-mail Address and Web Site: 


Project Contact Person, Title, and Contact Information (if different fromabovey: ¥ | 


It isa good idea to name the 
Project with & memorable ti 
or acronym. 


PROJECT INFORMATION 


Project Name (if appropriate) and Brief Description of Project ' 


Divide the amount of the 
request by the total project 


cost 
v 
Total Project Cost: S Amount Requested and Percentage of Total Project: 8 * % 
Uf the amount requested exceeds $30,000, applicant must also provide additional tems listed under "Family Teeseiea aoe, 
Foundation Proposat Requirement application process for small 
ais. 
Dates of the Project: - Geographic Area Served: 
Diversity Information (by percentage, as appropriatclg The request for this data on the 
0-6 yrs. | 7-18 yrs, [19+ yrs. Male Female Ethnic Minority] | wesizaton and its beneiiares 
Boast = - indicates that divers is valued 
by this foundation, 


Staff = = 


Project Beneficiaries 


Previous Support: Have you previously received support from the Family Foundation? YES* __ NO__ 
*If yes, please attach detail of when, how much, and for what purpose(s) the Foundation provided support. 


AUTHORIZATION 


‘Signature, Chairperson, Board of Directors Date Printed Name and Title 


Signature, Executive Director Date Printed Name and Title 


Sample: SF424 Cover Sheet 
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APPLICATION FOR 


Complete ony one of these two 


t 


ver 


bores. Progams are usually 


on non-constructon, 


Apalcant enter <———— 


'5. APPLICANT INFORMATION 


FEDERAL ASSISTANCE 2. DATE SUBMITTED 
TYPE OF SUBMISSION: 3. DATE RECEIVED BY STATE 
Applicaton Pre-apalcaton 

Construction Construction 

Non-Construction Non-Construetion 


[DATE RECEIVED BY FEDERAL AGENCY Fedora eniior = 


‘lata Application Identifier <—<—— 


Enter date application is mae, 


ee 


oar —Saenanioaloae Lee ik 
oo 
areas Name and Telephone number of parson Tobe contacted an al 
Street | Involving this application (give area code) Mr/Ms./Ms, ee 
te 
Dalat Ratt bers 
centered here. (Apply for one, if Nee Hea This number is assigned by the 
tse, awa) — US nd pot of er 
Sins rp site 
oa Ta ae a 
(Country: Y [Email | 
5 ENPLOVERDENTCRTION WOMER Se 
ions Chk sot rnd 
OO-D0000o third-year renewals, 
TPE OF APPLICATION + TBE OF RPPLICANT? a cio BO Tes 
aay Pies | 
yore aero ten 
cota Sen amen lee ey 
aes oo — [fase a awe 
8, NAME OF FEDERAL AGENCY: r ceases such as invention devel 
[10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER: 11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT: besseed peieinetaas eo! 
oo-o00 
Ime (ian Pen s —_—— 
sacanest AFFECTED BY PROUECT Cs Sas WT LF poe oe et rw 
ve pe tix es 
fon | Gers nt 
‘ROPOSED PROJECT [1a. CONGRESSIONAL DISTRICTS OF: nen Spee 
—__| Deparment ose, 
> fr emmmreD run Te IS AFPLATIONgURECTTOREVEN BV |STEAECUT| spine hth ud 
Den 232 nceSe? 


Human Serves te. 


The project name goes here 


Cal your representative's office 
to find out in which dist the 
organization and project are 


fa Federal DO Ta. ves C) THIS PREAPPLIGATIONABPT 
Yes. “| AVAILABLE TO THE STATE EXHCUTI 

pcan 0 PROGESS FOR REVIEW ON 

fe State w DATE 

face 5 w b.No. () PROGRAM IS NOT COVERED | 

fe Oer wo Of PROGRAM HAS NOT BEEN SELECTED BY STATI 

FOR REVIEW 
Program Tacoma a 17. 1S THE APPLICANT DELINGUENT ON ANY FEDERAL DEBT: 
ero = Yes “Yes” attach an explanation No 


located, 


Prefix 


ata TOE BEET AE WY KNOWLEDGE AND BELIEF, ALL DATAIN THI 
menage ee te :N DULY AUTHORIZED BY THE GOVERNING BOD) 
NCES IF THE ASSISTANCE IS AWARDED. 


‘APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT. THE 
(OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE 


at 


Frat Name 


ila Name 


Tastee 


State single point of contact 


fi 


“Telephone Number (ave asa code) 


Information. 


Previous Exon Usa 


Sor aRrESaTTaE 


Date Signed 


‘Authorized for Local Receoduction 


‘Standard Form 42a (Rev8-2003) 
Prescribed bv OMB CroularA-102 


138 | THE COMPLETE BOOK OF GRANT WniTING 


Budget Forms 

Budget forms vary by funder. The federal government provides two such forms—one for construction projects 
(SF424B) and one for all other projects (SF424A), Grant proposals use SF424A; the proper use of SP424B is 
very narrow as the federal government does not send REPs for construction projects. A sample SF424A budget 


form follows: 


Sample: SF424 Budget Form 
BUDGET INFORMATION - Non-Construction Programs: + [OMB april No. CDaFO04E 
SOMATIC 
|__| Grant Program] Gatiog of Federal 7” csunaied Unobgated Furde Now or Raven Budget 
{a) {b) {c) (oy (e) i (g) 
‘See instructions for ry is is 6 is s 
; 
cir ETERS 
a re = 
a Personnel is Is is is iz 7. 
‘but check to be sure, Lave 
camel 
Temes 
Ti a See aa 
[ |. Indirect Charges: 
Percentage allowed k. TOTALS (sum of 6i and 6}) Is is is Is is 
‘may be predetermined. 
EE ; 5 ; 3 5 
aimiarar ne es. 
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‘Ml other sources af 
Income ae listed hee 


‘SECTION C= NOW-FEDERAL RESOURCES 
Grant Program {() Anpicant (©) State (@ Other Sources | —_(@) TOTALS 

. ls s s s 
Divide grant award int 

. pment parents. 
HF purchasing necessary 

10. equipment, your fist 
cuter payment may 

1 ‘bhi than the oes. 

H2, TOTAL (sum of ins 8-11) is s s s 

‘SECTION D- FORECASTED CASH NEEDS. 
+ Total fr TY ‘at Ouar rd Gra Sedu avoir 

13, Federal IS ls S iS is 

ha. Non-Federal 

HS. TOTAL (sum of ins 13 and 14) Is ls s s s 

‘SECTION E- BUDGET ESTIMATES OF FEDERAL FUNDS NEEDED FOR BALANCE OF THE PROJECT 
{@) Grant Program FUTURE FUNDING PERIODS (Years) 
(lr ig) Second (third @Fouth 
16. is s s s 
rs For projects lasting two 

17. yrs ar more 

he. 

he. 

20. TOTAL (sum of ines 18-19) ls s s Is 

‘SECTION F - OTHER BUDGET INFORMATION 
2%. Direct Charges: [22 ndect Charges 
Ps. Remarks 
‘Authorized for Local Reproduction fossa Sopa 


Leave bank i a twehe- 
‘month project. 
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Assurances 


Assurances are necessary in all federal grants. They are narrative documents citing laws, guidelines, and other rules 


for doing business with the federal government. In other words, they are the preface to contracts you will sign if 
you are successful in grantseeking. Assurances are part of the application package or can be downloaded at www. 
grants.goy. Print the assurances and have the director of the applicant organization sign them. There is usually 
nothing to complete except the name of the organization and date of signature. In a few cases, you must attach a 


short narrative. For example, school districts must assure that the project proposed will be available to all students 


and attach a document stating efforts they will make to provide access, for instance, to students who are blind. 


Attachments 
Foundations require a few attachments and allow a few others. Most often, foundations require: 


* A copy of the current IRS determination letter indicating 501(c)(3) tax-exempt status. Nonprofit 
organizations keep this letter and copy it dozens of times. It must be kept in a safe but convenient 


place. Never send your original letter. 


* A list of Board of Directors with affiliations. Affiliations of board members are important. Do you 
have a board with known fundraisers or civic leaders? Does the composition of the board include 


representatives of the target population? Is the board diverse? 


+ The organization's current annual operating budget, including expenses and revenue. This is different 


from the project budget and can be several pages long. 


* The most recent annual financial statement (independently audited, if available; if nor available, 
attach Form 990). If the most recent audit is more than three years old, attach it with a more recent 
Form 990 tax statement. Do not assume, however, that a 990 can be substituted for an audited 


financial statement in all cases. Call your program officer to clari 


* Letters of support should verify project need and collaboration with other organizations, but are 
optional attachments except in the case of letters from collaborating agencies. 
‘Though not mandated, you may also attach annual reports of the organization, program brochures, organiza- 
tional charts, or other pertinent information, If you mention a report, such as an evaluation of a past project, a 


feasibility study, or other document in the narrative, but choose not to attach it, be sure that you can provide it 


fit is requested by the grants officer. 
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Fitting Information into the Spaces Provided 

Until the turn of the century, forms that accompanied grant applications were available only 
as hard copies or noninteractive Adobe PDF files that had to be printed and completed by 
hand. Many grantwriters retained typewriters so the forms would look professional when 
they were submitted. Most forms are now available as interactive PDFs or Microsoft Word 
documents, so they can be completed, changed, and reprinted from your computer. If you 
have difficulty completing a form, download Adobe Reader (http://get.adobe.com/reader) 


to enable interactivity. 


Submitting Your Proposal 

‘The federal government has established eGrants, which allows you to complete and upload all forms and narra- 
tive sections of your proposal. It also affords you one more day to finalize the proposal because you do not need 
to ship the document the day before the deadline. Regardless of how well you plan, you will likely encounter 
proposal projects that push against the deadline, and you'll be grateful for another few hours. With eGrants, you 
still must pay the cost of shipping or mailing all original and signed forms, but after the deadline date. When 
you submit by eGrants you will be assigned an application number, Put the number on the mailing envelope 
and ship the documentation within a week of the deadline for application. The day after you submit to eGrants, 
you may elect to download your application from eGrants and will receive the entire collated document with 
all forms (minus signatures). 


Most foundations now also accept (and some mandate) e-applications. Check their websites and guidelines 


for specific information concerning instructions, deadlines, and troubleshooting. If you work as an employee of 
a nonprofit you may request a log-in and password. Keep this in a place that is accessible by other staff in case 
you are ill or otherwise out of the office on the date of submission. Also, keep a spreadsheet or notebook of all 
your log-in and passwords for foundations and e-grants. As foundations move to electronic submissions, they 


are also requiring online reporting, which is accessed in the same way and with the same information as your 


proposal submission 


| 141 


142 | 


THE COMPLETE BOOK OF GRANT WRITING 


Tip 

Ifyou work as a grantwriting consultant, you may not request a log-in and password under 
your own or your business name, even though you will be preparing a submission on behalf 
of a legal nonprofit organization. Ask your client to request this information, then use it to 
access the application format and forms. Complete the submission offline and, if requested, 
upload the submission, but stop short of hitting the submit button from your computer. 
Ensure a thorough review by your client by insisting that they submit the completed pro- 


posal from inside the organization. 


Ifyou are submitting a paper application, you can deliver it in person, select an overnight shipping service, or 


use the United States Postal Service (USPS). Choose the option that ensures your proposal will arrive before the 


deadline date and time. Some applications provide a “submit by” date; others provide a “received by” date. Ifyou 
are to submit by a certain date, you must retain proof of the date through a USPS date stamp or computerized 
shipping receipt. If the application must be received by a certain date, you should probably select an overnight 
shipping service that provides a tracking number so you have proof that the proposal arrived by the deadline. 
‘Though it’s good advice to ship two or three days before the deadline, it’s more likely that you will be shipping 
proposals the night before they are due and, therefore, will require a guarantee of overnight delivery. 
If you are submitting a grant to a local foundation, deliver it in person (if you are staff of the organization) or 
mail it through the postal system. 
A note on delivery: ‘The federal government checks incoming mail for contaminants and other dangerous 
items. If you use the USPS, be sure to send it a few days in advance of the deadline to allow for this process. 
Tip 
Sometimes you pay extra for a “by 10 a.m.” delivery guarantee from an overnight service. 
Use your tracking number online to see if your proposal was delivered by 10 a.m. You will 
often find that it arrives much later. It sometimes even bumps up against the 5:00 p.m. EST 
deadline. Be sure to take your receipt and proof from the website to the shipper if you 
choose to ask it for a refund of overpayment or for a plan for backing up its guarantee next 
time. The dollars spent for an early delivery are peanuts compared with the lost opportunity 


for grant funding on a proposal that arrives late. 
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Summary Tips for Writing Grant Proposals 


No uninspired or ineffective program was ever funded because the proposal was well written; however, good 


programs have an extra edge if the proposal is clear, concise, and easy to read. Remember, reviewers often read 


dozens of proposals in a day. You can make yours more memorable if you: 


+ 


Use the Active Voice: Passive voice gives readers the impression that service magically occurs (e.g., 
“services were received by forty individuals’). Avoid a tendency to be modest or self-effacing on 
behalf of the organization, and use active voice construction (e.g., “xyz nonprofit organization served 


forty people last year”). 


Explain Acronyms and Terms: Never assume that the reader knows the same acronyms or buzzwords 


that are common to your organization or field of interest (e.g., HUD, R&D). 


Form Alliances with Others: Collaboration is key, but it must be based on the best and most cost- 
effective way to address the issue. Never collaborate simply for the sake of seeking funding. 


Keep Your Research and Data Up-to-Date: Statistics can inform the proposal reader but may be 
deadly when the reader knows more than you do or when your idea is based on decade-old informa- 
tion about your population. The same is true about your research—perhaps your idea has already 
been put to the test. Update your data annually (e.g., number of students, disease incidence, demo- 
graphic make-up of a community) and post it to a wiki or shared folder such as DropBox so that the 


facts are available to others in your organization as needed. 


Follow Instructions and/or Format: If the funder has “need” as the first point, it wants you to address 
need first. Also read questions and instructions carefully. Often the funder mandates spacing (single! 
double), font, type size, and margin and page limits. Any deviation from the instructions may result 
in your proposal being tossed out before review. 


Develop Strong Goals, Objectives, Outcomes, Action Steps, and Timelines: Be sure to frame objec- 
tives and outcomes as measurable. Be realistic in what you expect the program to do and in what 


period of time. 


Write Your Abstract or Summary Last: Use the narrative to identify key points you want to bring out 


in the abstract. 


Check Your Budget: Does everything add up? Are costs realistic and reasonable? Divide the total 
budget by the number of individuals you plan to serve. Is the project cost effective? 


Plan for Letters of Support: Educate your supporters on how to write a letter of support, or write 
their letters yourself and ask for their signatures. Plan well in advance of your deadline to gather these 


letters. 


Know Your Audience: Will the grant proposal be reviewed by peers? If so, what would you want to 
know if you were reading? Will it be reviewed by government officials or foundation trustees? Learn 
everything you can about foundations and their trustees and, if possible, about government depart 
ments or readers. Read annual reports from foundations to learn more about the staff and trustees. 


Meer with potential funders whenever you can. 
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Watch Trends in Funding 
Ir still is valued, but emerging issues, like a recent focus by many funders on professional develop- 


‘or several years, collaboration has been a mandatory eligibility criterion. 


ment, can take you by surprise. Also watch for trends in funding particular types of programs or 
organizations (.g., “Audience Engagement” strategies for arts organizations) and be first to develop 


programs that meet your local need and fill the requirement. 


* Enlist Draft Reviewers: Hand off the final draft with the criteria or rubric the decision makers will 
use to evaluate your proposal, Ask your own reviewers to make suggestions for strengthening the 
proposal, The writer is too close to the work to evaluate the program in the same critical manner a 


reviewer will. 


* Be Proactive: Rather than solely responding to RFPs, organizations should plan strong programs, 
identify what works, whose help they need, and what it will take to implement their plan. Then go 
seek funding for the program. If its likely to work, there’s likely to be a funder out there just waiting 


to hear your solution. 


CHAPTER 9 


INDIVIDUALIZING YouR ProposaLs BY TyPE OF PROJECT 


When you undertake proactive grantseeking, you will find that different foundations are interested not just in 
different program areas, but in different types of support. For instance, many foundations will not fund opera- 
tions or debr retirement. Some funders may fund faith-based initiatives but will not fund projects that include 
religious conversion activities. These limitations and preferences must shape your approach to the individual 
funders: If one does not provide capital funding, pethaps it would consider funding a new project you are 
planning in your new building; if another isn’t interested in seed funding for a new project, perhaps it would 
entertain a sustainability effort later. 
Each of the following types of projects includes a definition, a description of potential funding sources, some 

strategies for presenting the proposal, and a sample grant proposal (or partial proposal): 

* Capital grant 

+ Challenge grant 


+ Capacity-building grant 


+ 


Sustainability grant 
* Demonstration project 


* Operations grant 


. 


Special populations project 
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Capital Grant 

What Is It? 

Capital refers to tangible goods—equipment or buildings. In a capital grant proposal, nonprofit organizations 

may request funding to purchase computers for all staff, to erect a broadcast tower or a new office building, to 

buy transportation vans or buses, or to purchase a suite of dialysis machines. Remember, however, that many 

foundations do nor fund the purchase of equipment, like computers, unless the equipment is necessary to 

implement a program. In other words, they are interested in funding what you will do with the computers. 
‘When a nonprofit organization is purchasing, constructing, or renovating a building, or when it must make 

large and costly purchases of equipment, it often will undertake a “capital campaign.” A capital campaign is an 

organized attempt to raise a large sum of money (often multimillions) from hundreds of donors. 


Generally, a granewriter will not run a capital campaign but will write grants for the foundation division of the 


campaign. There are fundraising consultant organizations that specialize in managing large capital campaigns. 


Appropriate Funding Sources 

Capital campaigns are often organized by size of donation and type of donor, with foundations generally 
accounting for approximately half to two-thirds of the overall budget. They are often staged so that a number of 
donors have committed a significant amount toward the goal before the campaign goes public for broader sup- 
port, Atsome point after you raise funds from foundations and major donors, the campaign fundraising targets 
will include board members and staff of the organizations and the general public when there is broad public 
benefit from the construction project (for example, an arena, hospital, or art museum). The federal government 


rarely funds capital construction projects and allows capital purchases only when they are necessary to imple- 


ment a project plan. State governments will sometimes fund civic improvement projects, but this is somethin; 
Panject 8 P peje 3 


that is negotiated between legislators, governors, and civic leaders and does not require a grant proposal. 


Strategies 

Strategies for raising capital vary by the size of the goal. For instance, if a nonprofit is raising a few thousand 
dollars to purchase computers and accessories, it may be able to raise the money with just a few well-placed 
requests of local foundations or supportive wealthy individuals. 


Large capital campaigns, however, can run the course of several years—both to complete the project and to 


INDIVIDUALIZING Your Proposats By Type oF Project 


raise all the necessary funding. Often, a nonprofit organization hires a consulting firm or a project manager to 
plan and oversee the campaign and to keep up the staffs spirits during the long fundraising process. 
Writing grant proposals for capital projects around which there will be a campaign is somewhat easier than 


a case statement that can be modified to 


writing project proposals because several things are completed already 


complete the need section of the proposal, as well as goals and outcomes for the capital project itself. The evalu- 


ation, too, is relatively simple. A capital construction project would be considered successful if the project were 
completed on time and within budget. You should note, however, that foundations are increasingly reluctant 


to fund capital campaigns that do not also have objectives and planned outcomes for enhanced projects or 


expanded services that will be enabled by a construction project. The “if we build it they will come” method 
of capital planning has a long list of failures. Sustainability matters! Funders are also looking more closely at 
building needs assessments and utility plans that include adequate revenue to sustain increased services in a 


new space. 


Most foundations do not fund endowment 


however, they may want to see that your organization is plan- 
ning for the future and expect you to have an endowment or restricted fund to support maintenance as a line 
item in your capital budget. While that foundation may not earmark its donation for the endowment, perhaps 
a wealthy local individual will, and it sends the message that you are planning ahead so you can maintain and 


operate a new facility. When funds are raised for an endowment, the nonprofit can establish an operations or 


maintenance endowment (often held in perpetuity by a community foundation) and draw from the fund's 
income to help defray annual operating costs. 

Another foundation hot button in capital campaigns is planning for access by people with disabilities. If you 
are constructing a two-story building, you must budget for an elevator and include railings in restrooms or 
aisles, not only because this is often required by law, but because foundations want to see that you are available 
to everyone who might need your services. And a third important consideration is environmental responsibility: 
Many foundations want to see that new construction projects will pursue LEED certification. At the very least, 
they look for evidence that you plan to use recycled or environmentally friendly building materials and that your 
design will reduce utility costs. 

If your organization is planning a capital campaign, be sure to contract with a campaign consultant early in 


the process to perform a feasibility study. The process entails developing a case statement (similar to a grant 
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proposal with clearly defined need statement and project description) and mailing it to key donors prior to meet- 
ings between the consultant and these prospects. The consultant will then report findings to the organization, 


including which foundations or major donors are interested (and which are not), what interested them most, 


and the amount of the gift the organization can request. The feasibility study, thus, prioritizes the grantwriter’s 


work and helps the granewriter frame the request to each individual funder’ interest. 
Tip 
Most if not all of the donations toward a capital project will come from local funders. One 
exception was the Kresge Foundation. While this grantmaker no longer makes grants for 
capital projects, one of the determining factors itheld for successful proposals has become 
a good practice for nonprofit capital campaigns. Use your campaign as a catalyst for devel- 
oping or updating your fund development database. Identify new donors, record comments 
by visitors to the project, and develop a plan—before you even begin your campaign—to 


communicate with your growing base of supporters. 
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Sample: Capital Grant Proposal 


This canal campaign wil tract 
foundation funding and funding 
from area. manufacturers and 
business leaders who have a 
special inte in training future 
employes and strengthening the 
local exon 


Write out the name of the 
onganization on fist refer 
ence; thereafter, use the 
acronym, but also write out 
the name occasional 


Neighborhood improvement 
is @ focus for a community 
foundation, the audience for 
this proposal 


Urban Center Community College 
A. NARRATIVE 


1, Executive Summary 


Urban Center Community College (UGCC) is requesting a $250,000 grant toward a $10.9 
Technical Education Center (S-TEC), which will be 


constructed in an urban center Renaissance Zone on Godfrey and Rumsey Streets. Fifteen 
community colleges in the state received state funding for an S-TEC. UCCC received two such 
grants: one for the urban center that is the object of this proposal, and another for a center in a 
more rural location. ‘The sixteen statewide $-TECs are required to offer training and education 
for high-wage, high-demand careers as defined by workers and employers in their respective 
communities. In the Urban Center area, those jobs have been identified as automotive service, 
construction trades, and manufacturing. 


Once developed on an I L-acre vacant lot in the Black Hills neighborhood, within walking 
distance from residents of the Central neighborhood, the S-TEC is expected to be a catalyst for 
further development, revitalization, and improvement in these neighborhoods. Residents of the 
area will benefit from nearby job training and ancillary services desighed to improve the 
economic status of their families. Businesses in Urban Center will berfefit from a new source of 
trained, skilled workers. 


‘A Renaissance Zone is a 
neighborhood targeted for 
improvement that is offering 
tax abatements or incentives 
to new developments or com: 
‘mercial improvements. 


2. Purpose of Grant 

Needs Statement 

In the past ten years, the Urban Center Metropolitan Statistical Area has experienced a 
population increase of 13 percent. Wage and salary employment by place of work has increased 
more than 39 percent. With current unemployment levels at record lows, employers are 
scrambling to find qualified workers and are focusing on maximizing existing worker skill 

levels. Unprecedented growth in manufacturing has increased the need for skilled building trades 
workers to construct, renovate, and maintain the factories, commercial buildings, and residences 
that have resulted from this economic development. Skilled automotive technicians are necessary 
to service the personal and commercial vehicles for the ever-increasing population 


Currently, workforce development programs in high-paying, high-demand career positions (e. 
automotive service, building/construction trades, and manufacturing) are housed in a facility 
leased from the Urban Center Public Schools (UCPS). The current facility on Leon Street is no 
longer adequate to the need of current and potential UCCC students in these programs as it is in 
poor repair and is shared with a UCPS alternative high school. 


The proposed site of the UCCC $-TEC Center is eleven acres in a near-downtown Renaissance 
Zone on Godfrey and Rumsey Streets Southwest. Residents of the area (Central and Great 
Neighborhoods) are, according to 1990 census figures provided by the Urban Center Planning 
Department, approximately 38.6 percent white, 29.14 percent African-American, 33.25 percent 


Hispanic, and 2.04 percent Asian, Native American, and other. The median household income 
of neighboring residents is approximately $17,304, with approximately 29.45 percent of nearby 
households living below the federal poverty level. Unemployment rates are 20.9 percent in the 
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Central Neighborhood and 12.6 percent in the Great Neighborhood. These community members 
report being hampered from full-time employment by several factors, including but not limited to 
language barriers (nearly 25 percent of residents of both neighborhoods report not speaking 

English well), lack of reliable transportation, lack of public transportation for second or third 
shifts, and/or lack of education/training necessary to qualify for well-paying jobs. 


Goals, Objectives, and Action Plans aie aa Te 
Urban Center Community College proposes to construct a 74,000 square foot technical educatil  seyeat reasons fr selecting the 
center on the corner of Godfrey and Rumsey $.W., on an 1 L-acre site donated by StateCon Gag, ste because the nigbomond is 
Company. The new building will house the Automotive Technology, Building Trades also de eet te 

applicant goes to another potential 
Apprentice, Furniture Manufacturing, and Welding programs currently housed at the center | finder win a stonger interest in 
leased from the Urban Center Public Schools. In addition, the facility will house Occupational] eb ting o economic devon 


Training offices, classrooms, distance leaning technology, and a State Works! Service Center.| PSth.t sl suenates ie 


of the need for targeted skis and 
The goal of the capital campaign is to construct a state-of-the-art technical training center that | % research on local economic 


‘tends to emphasize those under! 


will achieve several community development and workforce development outcomes, as pista 


described below: 


Community Development/Neighborhood Improvement Outcomes: 

* Bea catalyst for nearby revitalization, development, and change. In collaboration with other 
community agencies/services developing programs in the neighborhood (e.g., potential Town 
Center/Community Police Precinct in Franklin School; City Media Center neighborhood 
communications studio; Central Neighborhood Arts Center; Urban Center Public Schools: 
Hispanic Community Center; Hispanic Health Clinic, and others) to improve the quality of 
life for area residents. 


= Strengthen the Renaissance Zone neighborhood surrounding the S-TEC Center by reclaiming 
and remediating a large, currently vacant piece of land. (Along with its land donation, 
StateCon has provided necessary financing for environmental clean-up of the property.) +— 


* Provide “walk to work” opportunities for neighbors; provide space for other services for 
students and neighbors, including but not limited to a library, technology access, and a State 
Works! intake office. 


* Provide all classes in both English and Spanish; provide tra 
tutoring programs for individuals for whom Englis 


Jation services and/or bilingual 
is a second language. 


Workforce Development/Neighborhood Economic Growth Outcomes 
= Provide job training in high-wage, high-skill, high-demand occupatio 
need of area emplo: 


s, thereby meeting the 
rs for skilled workers and the needs of individuals for high-wage jobs. 


+ Establish a network between and among UC, AC, and BC Counties; State Virtual 
Automotive College, and State Community College Virtual Learning College to provide 
instruction, counseling, advising, financial aid, library services, registration services, and job 
placement to students off campus. 


In a grant proposal to a 
funder that emphasizes 
environmental issues, the 
entire proposal would be 
restructured to. emphasize 
these outcomes. 
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= Provide new or improved training programs in targeted industries. 


Timetable for Implementation 


> The timeline for the construction project is as follows: 
January 2000 Cabinet meeting and public campaign kick-off 
February 2000 Community presentations, campaign information sessions with 
community constituents. 
Lecce ete March 2000 Campaign volunteers to complete solicitation calls and necessary 
major evens nd benchmads follow up 
often April 2000 Phase two solicitation and pledge confirmations 
May 2000, Final follow-up and celebration. Cabinet dismissed 
June-July 2000 Official ground breaking 
August-Sept. 2000 Construction begins 
Fall 2001 Facility opens 


Planning for collaborative relationships and initiatives designed to improve the quality of life for 


Wee neighbors in the surrounding area will be ongoing throughout the capital campaign and beyond. 


ses an aea first tthe 4 
community fundston, Parmers and Rote: 


An advisory board composed of approximately 80 percent private business representatives from 
the three occupational training areas and 20 percent community residents and leaders will 
provide direction, leadership, and oversight of planning, implementation, and evaluation of all 
programs and services at the Center, Area partners in the center include Lonnie Tuff, StateCon, 
Major Manufacturing, Urban Center Spring and Stamping, Associated Builders and Contractors, 
The Manufacturers Council, Chemical Coaters Association, and others. The S-TEC center will 


be linked to the State and with the other fifteen S-TEC centers being established across the State 


Note that neihborood re roi hid solviiie eff sults 

bree atone clie for sharing problem-solving efforts and results. 

advisory goup, but they are 4 

included inthe constituent ‘Similar Projecis/Agencles 

Ee ee Urban Center Community College is the only community college in the State to haye been 
awarded two State grants for construction of S-TEC centers. (The other is being built in Nearby 
County in partnership with the Nearby Area Intermediate School District.) 
Urban Center Community College and the State University are partners in the Applied 
Technology Center, a part of the downtown campus. This partnership allows students from our 
community to further their educational and career goals by completing a Bachelor's degree 
program without traveling to the State University. With the expansion of another State 
University in downtown Urban Center, individuals will have even more opportunity to continue 
to advance their education, careers, and earning potential. 

Wile there are other edu The S-TEC facility will house the only college-level programs in automotive servicing, welding, 

tone) rons) ute metal stamping, building trades, and apprentice programs in Urban Center. These are all high- 

projet apo by pkg ot skill, high-wage occupational areas with solid career path opportunities in engineering, 

how i dilers fom ches, management, quality control and many other areas. 

and where it doesn, by 

claiming elaboration rather, 

than competion with thse 

rogans. 


Ee 
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Constituent Involvement 
The State requires that each S-TEC have a private sector governing board to decide the types of 
training to be offered and the services available in the Center. This Board will be composed of 
representatives from area businesses, neighbors of the Center, and community leaders. Before it 
finalizes construction and floor plans, UCCC plans to hold focus groups among neighbors to 
discuss the Center and what it can mean to the neighborhood and to hear neighbors’ requests for 
additional services in the building. Finally, in response to the wishes of neighbors and the Urban 
Center Public Schools, S-TEC will offer K-12 exposure to occupations, outreach to girls about 
nontraditional career choices for women, and shared staff and facilities with UCPS. 


Qualifications of Key Project Staff 1 
Urban Center Community College has more than twenty-five years of experience in the operation 


of employment and job-training programs serving dislocated workers, the economically 


disadvantaged, unemployed, and under-employed individuals, as well as providing customized paerentebadins 
training programs for current employees at hundreds of employers throughout west State. te othe we foc intend 
Throughout the years, management staff, project coordinators, and instructional staff have ‘on the institutional history and 


developed and maintained linkages with FIA, SUA, State Rehabilitation Services (SRS), County | ‘5 
government and its services, Urban Center Housing Commission, Women’s Resource Center, 


ty rather than any ane 


individual 


Urban Center Public Schools, County Intermediate School District, The Business Attraction 
Program, United Way, and numerous other educational providers. 


Instructional staff in all occupational programs are respected practitioners in their field, have 
demonstrated work experience in their occupational area, and hold all appropriate certifications. 


Long-term strategies for funding earn rane 
Once the Southwest S-TEC is completed, UCCC will move programs currently housed at the | is anther vay of asing for 8 
suatanbiy ln 


Occupational Training Center and apprentice programs currently housed in a variety of 


makeshift training labs into the Center. These programs and the additional opportunities at the 
Center will result in a project student population of more than 2,500 students per year. Tuition 
generated from these programs and the annual general fund transfers are expected to cover 
operational costs. Numerous business leaders have also committed to assisting with establishing 


a “technology endowment” to assist with ongoing equipment needs and technology upgrades. ~ 


3. Evaluation 


This discussion provides some 
‘evidence that the college will 


Evaluation Plans snot rely on grant funds. 


Like other capital projects, the construction of the -TEC will be judged successful if it is 
constructed according to timeline and within budget. In addition, UCC plans to further develop 
an evaluation plan during construction that will be used to judge the success of long-range 
objectives, including but not limited to the number of neighborhood youth or adults using the 
Center, the number of neighborhood students who become employed as a result of their training, 


and the duration of their employment. The final evaluation will also provide data and 
observation on the Center's effect on the surrounding neighborhood to determine whether 


‘The applicant. provides: 2 
second evaluation of the 


constructing the Center in a Renaissance Zone did, in fact, serve as a catalyst for improvement | pimed outcomes he cr 
and change. Etncton project. This evalu 


ation 
judge 


wil help the applicant 
how well this project 


meets the speci goals ol the 
‘community foundation funder 
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This section asks what 
the applicant wil do with 
an evaluation, When an 
tvaluation is shared with 
tes, it enables them to 
lear frm your lessons. 


Constituent involement 
in an evaluations even 


> Dissemination 

The evaluation will be disseminated to the State for merging with results from other S-TECs 
around the State. The results of the local evaluation regarding the effect of the Center on its 
surrounding neighborhood and its residents will be made available to businesses, funders, 
community leaders, and to other S-TECs in the State. 


Constituent Involvement in Evaluation 
The mandatory private sector governing board will be involved in evaluation from their various 
perspectives as business leaders, neighborhood residents, and community leaders. Each will be 
asked lo represent and/or gather data from his or her constituency in providing feedback on the 
successful completion of outcome objectives. 


t 


‘more important toa soca 
service project than to a 
capil one. 


The revenue indicates a good 
mix of public and_private 
money. 


This statement indicates 
that budgets are rounded 
estimates. Applicants ty to 
estimate sil high so they 
ae not caught having to rise 
additional money for cost 


4, Budget Narrative/Justification 


Grant Budget 
Estimated Project Costs 

Architectural Costs, 8 442,000 
Engineering 150,000 
Construction Materials 678,000 
Construction Labor 3,010,000 
Construction Manager Fee 50,000 
Permits and Fees 76,000 
Property and Site Costs 1,680,000 
Equipment 777,000 
Contingency 737,000 
TOTAL: $ 10,900,000 

> Funding 
State Grant S 3,300,000 
Sale of Property 1,100,000 
Bond Issue 2,000,000 
Fundraising 4,500,000 


TOTAL: $ 10,900,000 


Budget Calculations 
Prior to preparing the initial design of the facility, numerous business representatives and 
community constituents provided input for each of the occupational areas to be housed in the 
Center. This information was then forwarded to architect JM from Design Associates who 
developed the initial renderings, program statement, and project budget, The project will be put 
out for bid and verification of cost estimates. 


t 
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Funding Sources 
Through early January 2000, UCCC has received the following financial commitments for the 
construction project: 


The building wil likely be 


State $3.3 million S-TEC grant neni ee Loe 
Lonny Tuff $1.5 million lead donor gift + 

StateCon $1 million, land value 

StateCon $250,000 cash 

Major Manuf., Inc. $100,000 in products 

Associated Builders 

& Contractors $50,000 


UCCC must raise $4.5 million from the community to complete the project. It is requesting 
$250,000 each from The Major Manufacturing Foundation, The Urban Center Community 
Foundation, Family Foundation, and Major Donor Foundation, and is currently in discussion 
with civic leaders and smaller foundations concerning grants of as-yet undetermined amounts, 
The campaign cabinet is divided into categories with cochairs representing the appropriate 
industries for further fund-raising within the three categories: manufacturing, auto service, and 
trades and construction, Leadership gifts from the three sectors started to arrive at UCCC during 
the second week of January 2000. 


Priority Items for Funding < 
The Urban Center Community Foundation grant will be applied toward the $10.9 million capital 
cost for construction. 


5. Organization Information 


This section of the proposal 
asks, “if you do not receive 
the full amount of your 
request, which aspect of the 
iojest would you prioritize 
for funding?” The response 
in this case indicates that 
whatever the amount of the 
ait, it wil go to the overall 
fund, There are not prioty 
funding requests; lethan 
ait would simply mean that 
the collage must ak another 
funder to lncrease its git 
or find additonal funders 
to make up the diference 
bbtween the planned income 
and that gate, 


Organizational History « 
Urban Center Junior College was established in 1914 by the Urban Center Board of Education 
and is located in the Central High School Building of the Urban Center Public Schools. Its first 
graduating class numbered forty-nine students. 


Through a 1991 vote of the people of County Intermediate School District, the school was 
renamed “Urban Center Community College,” and benefited from countywide support and a 
dedicated Board of Trustees. 


The college has grown in the past eighty-five years to serve more than 25,000 students annually 
(full- and part-time) and issues approximately 1,100 degrees or certificates each year, The 
campus includes classroom buildings, a learning center and library, a music building, field house 
with natatorium, student center, theater, occupational and technical education centers, and 
parking ramps. The newest addition to the campus, Science Center, opened in January 2000. 


Mission and Goals 
Urban Center Community College is a vibrant institution of higher education dedicated to 
enriching people’s lives and contributing to the vitality of the community. Its mission is to 
provide the community with learning opportunities that enable people to achieve their goals 


Once wate, the history ean 
be revised sight for use wth 
other grantmaking audiences 
for hs project. 
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Current Programs, Activities, and Accomplishments 
UCCC has had a number of recent accomplishments, but the most relevant to this request is its 
suecessful job training program. The program currently enrolls more than 450 people annually. 
Final performance data for open-entry, open-exit programs at UCCC reflect a completion rate of 
83 percent, a placement rate of 87 percent, and an average starting wage of $9.22 per hour. 


Sarre Eighty percent of job training graduates are still working after ninety days. Locally, more than 
ater than altaching an g sing er ninety oc 

argaiatinal char. for the 153 different employers hire repeatedly from among UCCC job training participants 

ete college, the applicant 


Laie ‘The Urban Center Community College Foundation will be the fiduciary agent for all grants to S- 


TEC. The Foundation (list of board members is attached) is responsible for administering more 
than $10.9 million in contributions annually. 


[> Organizational Chart 
‘The composition of the governance board for the Southwest $-TEC is not yet finalized, This 
board, which is mandated by the State to have 80 percent private sector representation, will 
include business leaders from the three target occupations, community leaders, and neighbors 
from the Central/Great community, 


Challenge Grant 

What Is It? 

‘Though the two terms are often used interchangeably, there are subtle differences between challenge and match- 
ing grants. A challenge grant is made by a foundation to assist the nonprofit in raising funds from other sources. 


Challenges are often made either at the beginning or the end of capital campaigns to help launch or close out 


the effort. A challenge grant is given most often in a 1:1 or 2:1 ratio, Before the nonprofit can rec 


its grant 
award, it must demonstrate that it has donations from the other funding sources in the amounts mandated. 

In the case of a match grant, the foundation agrees to meet what you raise within a given time and up to a 
specific amount. 

‘A match requirement is entirely different from a matching grant. Federal grants often have a match require- 
ment, meaning, for instance, that if the nonprofit must provide a 10 percent match, it can ask for $200,000 in 
grant funds only with the guaranteed offer of $20,000 of its own funds or those of its partners. 

Sometimes a match can be made of in-kind donations, which include space, equipment, etc., but most often, 


grants require cash matches. 


Appropriate Funding Sources 
Some national foundations issue challenge grants to stimulate giving from local sources to projects that address 


their goals. For instance, one major national funder made a multimillion-dollar grant for Salvation Army 
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community centers in urban areas provided that local donors grant several million dollars among them for an 
operating endowment. 

Another example is a national foundation that focuses on health issues. It often offers challenge grants to 
launch a health initiative designed to raise local money and, more importantly, local awareness about an impor- 
tant issue such as smoking, lead-based paint, or HIV/AIDS. 

Many local foundations will consider challenge grant requests. There is little risk on their part, since if the 
applicant does not raise the challenge, the foundation does not pay out the grant funds. 

‘The federal government has match requirements on many of its grant opportunities but generally does not 


offer challenge grants. 


Strategies 

‘A challenge grant can either be requested or assigned. Because some funders are extremely reluctant to be the 
only funder for a project, they may push the applicant organization to find other funders by offering a challenge 
grant, When and if other funders come to the project, you will get your award. It's a better strategy, if you think 
this may be the case, to simply request a challenge grant. In this way, you demonstrate to the first potential 
funder that you understand that more funding sources are necessary, and you are willing to do the work needed 
to educate and excite potential funders about your project. 

In the following sample challenge grant application, the public access station is located in a blue-collar 
suburb (a bedroom community) that has few major donors and a population that has not historically sup- 
ported large capital campaigns. The foundation is located near the suburb. The staff of the foundation knows 
the composition and giving history of the bedroom community and the struggle the nonprofit will face in 


raising necessary funds. 
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Sample: Challenge Grant Proposal 


This project i also 3 capital 
one, but, in this case, the 
ganization took out a loan 
ta fund constuction and is 
asking the community to fund 
only the interior layout and 
design. The local foundation 
maybe the onl major donor 
to the project: therefore, the 
necessity to stimulate ging 
ty the public. 


SECTION IT 


| Project Introduction 
WYKY seeks to expand service to the communities of Wy. Ky and Lye Township by completing 
the interior of a brand-new and permanent home for the station. Ready for occupancy on August 
2, 2002, the new 10,000 square-foot community television facility will be the largest in the 
United States, and for good reason: WYKY is one of the most heavily used community 
television stations in the country, 


Since WYKY’s mission is to promote community communication, the most appropriate theme 
for the interior design of the facility is "community." The capital campaign, therefore, seeks to 


‘This introduction does not 
summarize the major sec 
tions of the proposal or state 
up front what the applicant 
is requesting. A cover sheet 
required by the donor requests 
summay information, so the 
gantwtr i fe to introduce 
the project and applicant 
rather than creating an into- 
ctr abstract. 


create a "community within a community,” a place where the hundreds of community volunteers 
who speak several languages and come from a variety of backgrounds and classes can work 
together in a representation of the neighborhoods where they grew up, live, work, and 
communicate. 


Project Name 
"Look Inside WYKY,” capital campaign 


Project Description 
WYKY has constructed an $800,000, 10,000 square-foot broadcast center on Center Park near 
Gizzard Parkway and 52nd Streets. The interior construction is designed to honor local (Wy/Ky) 
history with friezes, storefronts, cafes, a brick walkway and other architectural and artistic 
details, Various wall murals will record the history of growth in the cities and honor the diverse 
ethnic heritages now residing in the area, The cost for the interior construction is $500,000, 


which WYKY is seeking from the community. 

Features of the interior include: 

The Drive In-ternet (modeled after the Historic Drive In and offering high-speed Internet 
access) 

© Friezes and facades depicting the industrial and agricultural growth of the area 

Master-control cafe where people may watch and learn the broadcast industry or meet 
informally for coffee and discussions 

* Permanent offices for the Wy Jaycees (and other nonprofit organizations as requested) 
‘Two studios and three edit bay 
Free meeting space for the Jaycees, Wy-Ky Area Chamber of Commerce, District 9 Little 
League Association, Rotary Clubs and other nonprofit organizations and associations 

* Indoor brick walkways, outdoor furnished patio, and kitchen facilities 


Because the community is not composed of traditional major donors, WYKY is requesting a 
challenge grant to be used during a December 2002 telethon to announce the campaign publicly, 
provide a status report of funding to that date, and encourage financial commitments to the 
Center from community members, 


‘he applicant equests a chal 
lenge gant to spr ging trom 
a community that historically 
has not been composed of 
philanthropists, 
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Audience < 


Anestimated 80 percent of residents of Ky and Wy are aware that they have a public access 


community television station and have watched the station at some time. Of viewers: 
© 30 percent are between the ages of 18 and 30 
© 40 percent are between the ages of 31 and 50 
© 25 percent are between the ages of 51 and 65 


This grantor asks for the 
audience for al projects. t's 
another way of asking about 
the target population, stake 
holders, or constituency. 


5 percent are over age 65 


In addition, the channel reaches an estimated 3,200 Vietnamese individuals with the only 
programming available in their native language. An Asian New Year Celebration held by 
WYKY drew more than 2,000 people. WYKY also provides special Spanish language 


programming for the estimated 9,400 individuals in the viewing area who are of Latin heritage. 


More than 260 volunteers—from teens to seniors—help produce, host, and broadcast WYKY_ 
programs and annually donate more than 13,000 hours. WYKY specializes in family-oriented 
programming, educational (school readiness and reading) programs, and programs for non- 
English-speaking populations 


The organization makes & 
point of addressing the needs 
‘and interests of various ethnic 
groups that comprise the 
communi 


Need 
In 2000, for the third time in twenty-eight years, WYKY was asked to move from its leased 
space. Since this effort disrupts broadcasting and requires cost and labor not ordinarily 
budgeted, the Board of WYKY encouraged staff to explore construction of a permanent facility. 


At the same time, with four full-time and three part-time staff, more than 250 volunteers, and a 
growing demand from community members for quality programming, WYKY has outgrown its 
current facility, which is composed of one studio, one editing room, and two offices. The new 
facility is 10,000 square feet and affords the station two studios, three private edit bays, a 
graphics and animation station, and ample office and meeting space for staff, volunteers, and 
community members. WYKY also plans to provide free meeting space for local nonprofit 
organizations and will house the offices of the Wy-Ky Jaycees on site. The Jaycees have signed 


a two-year lease, revenues from which will offset increased operating costs. * 


‘The expanded facility will also provide space for new programs such as family-centered high- 


speed Internet access and computer training for children through seniors. On-site training in 
community television production will offer classes tailored to the specific needs of the more than 
three hundred individuals who take classes annually, and address identified needs for improved 
organizational and communication skills. Ongoing classes include organizing production, 
editing, scriptwriting, studio and mobile production, hosting, and computer/Internet use. A 


The applant makes a pint of 
teling how wil sustain oper 
tions in the lager ity. This 
go demonstrates is wilingness 
1a work wth tera nang 
cations, 


central master control site is being designed specifically to recruit additional volunteers and act 
as an introductory training site. 


Outcomes 
‘The planned outcomes for the project includ 
Increase availability of free and reduced-cost meeting site for area nonprofit organizations 

and affiliations and for the general publi 


© Increase volunteerism in the communities. 


InpIvIDUALIZING YouR Proposats By Tyre oF Project | 159 


* Improve communication and organizational skills of local citizens who participate in WYKY 
production classes. 

* Create a family-centered environment that highlights the history of Wy and Ky and is 
equipped with the current television and computer equipment available for public access. 

* Provide the Wy-Ky community with an asset that will increase in value due to its location 
and value to community members. 


Collaborations 
The capital project includes office space for the Wy-Ky Jaycees and will be offered rent-free for 
meetings of the Jaycees, the Wy-Ky Area Chamber of Commerce, the District 9 Little League 
Association, Rotary Clubs, and other nonprofit organizations and associations in the area on 
request. Any member of the Wy-Ky public may use the facility for a reduced rate. 


While there are no collaborators to the construction project, whey supports the following 


The witer makes @ negative 
(10 collaboration on the 
onstruction projet into a 
pasiine (ongoing relation 
ships with area nonroit 
gaan) 


organizations with programs and exchanges: Wy Public Library. Wy-Ky Area Chamber of 
Commerce, Wy Park High School, East Ky High School, Ly High School, Fry High School, Guy 
High School, Wy Christian High School, Ky Historical Commission, Wy Cultural Commission, 
Wy and Ky Police and Fire Departments, Wy and Ky Parks and Recreation Departments, AARP, 
and Retired Senior Volunteer Patrol 


Similar Projects 
WYKY is similar to other public access television stations like FLTV and WKIT. No similar 
construction projects are competing for donations at this time. 


Budget and Funding 
Construction costs for the facility ($800,000) were financed on a twenty-year loan from Bank & 
Trust. This funding will enable WYKY to build and occupy the building. Interior design costs 
are sought from the public. A budget of line-item expenses for the construction project is 
attached, as is a list of project components with naming opportunities for local businesses and 
individual donors. 


Thi setion doesnot speak to 
consumer inohement In the 
design ofthe building because 
there wasnt any If there had 
been community input, the 
fgrantwriter could make a 
stronger cage fr funding. 


Sustainability 

The capital project is a one-time expense. Operations are sustained annually by a government- 
allotted portion of cable revenues, private donations, and small fees for classes, Volunteers 
operate the station, reducing ongoing operating costs. 


Evaluation 


The project will be judged successful when constructed on time and within budget. 


Consumer Involvement 

Nearly five hundred people volunteered to work on at least one community television production 
in 2001. In addition, approximately 250 volunteers regularly use the broadcast center annually 
and commit more than 13,000 hours of service. Last year, the one WYKY studio was used for 
local productions more than seven hundred times, editing facilities were used 283 times, the 
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remote television truck was used 105 times, and volunteers checked out portable cameras 264 


times. 


Organization Background 
The Wy Cable TV Commission was appointed and launched in November 1974 in response to 
Wy resident’s desire to have their own television channel to broadcast local events and news and 
to provide an opportunity for educational volunteerism. The company was joined by Ky in 1995 
and named “WYKY.” In 1997, the broadcast area expanded again to cover Lye Township. Now 
in existence for 28 years, WYKY is the second oldest community television station in the U.S. 


WYKY’s mission is to maximize television communication opportunities for cities of Wy. Ky. 
and Lye Township and to promote civic involvement through volunteer participation in televised 
community events coverage. Toward that end, WYKY offers family-oriented programming and 
news coverage, classes in television production, diverse volunteer opportunities, and equipment 
lending. 


Capacity-Building Grant 
What Is It? 


A capacity-building grant expands the ability of a nonprofit to provide its services. Nonprofit applicants usually 
have to convince a funder that they have the expertise and capacity to be successful at implementing their grant- 
funded project. However, in some cases, it makes sense to look for ways to build capacity of the nonprofit: when 
demand for services exceeds the ability of the organization to provide those services; when a new project requires 
a skill or expertise that the organization doesnt have; or when the nonprofit has an opportunity to grow but is 
held back for lack of human, financial, or capital resources. 


Sometimes a foundation will add capacity building (and often the funding for it) into a project grant to help 


ensure its success, 


Appropriate Funding Sources 

Capacity-building grants are usually provided by local foundations who know the need of the community and 
the strength of the nonprofit organizations that serve the community, Sometimes, national foundations launch 
an initiative to build capacity among several organizations in different locations. For instance, one foundation 
strengthened community foundations by providing funding to encourage trustees to do site visits with staff. 


Another selected a city that was economically decimated and racially divided and provided minigrants to help 
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sustain and strengthen the city's smallest nonprofit organizations, and a third provided research on building 
audiences for arts and cultural programs, which it shared with those organizations through the use of reports 


and consultants. 


‘Though they are not called so, many federal grants could be classified as capacity-building grants in that they 


often enable nonprofit or public services to do more or do berter. 


Strategies 

You can approach capacity-building fundraising proactively or reactively, though you must sift through RFPs 
to find the one that is right for the organization and community it serves. It’s best to discuss with local founda- 
tions a new, emerging need or a growing need and your organization's plan to expand to meet the need. They 
will likely invite you to submit a proposal. Most are more interested in strengthening existing nonprofits than 


in starting additional ones, especially in difficult economic times, when nonprofits need to do more with less. 
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Sample: Capacity-Building Grant Proposal 


Description 

Craterville, Midwest is a small, unincorporated city (population 22,000) located south of Green 
River in Gye and Bye Townships, Kanton County. The Craterville Fire Department (CFD) last 
year responded or coresponded with adjacent departments to more than 1,300 calls with a team 


of fourteen paid/on-call and three full-time firefighters. CFD cotrains, coresponds, and shares 
equipment with six adjacent semirural communities in southwest Midwest: Dyes (Gye beatae Lpeoadhied 
Township), Cyes Township, Dress Township, Middleton (Thy Township), Bye Center (Bye AGA Ta 
Township) and Leighvillle Township. All seven share common borders and are adjacent to or | cals. fs ther way of bulng 


along establishes ths of the Ka x ther own capaces, sits 3 
along established flight paths of the Kanton County Airport. belignmeniy oe 


department, 


Because none of the seven communities is adequately equipped with sufficient staff, volunteers, 


or equipment, increasingly, all seven fire departments respond together to emergency calls in the 
region, and leadership from all seven meet regularly to discuss shared problems and solutions. 
This inter-reliance among the departments forms a stronger response team than would otherwise 
be available in smaller communities, and all departments and communities realize an economy of 
scale in purchases, maintenance, and training. 


CED seeks with this FEMA grant to accomplish two primary goals: improving firefighter safety | Sa a selected tom tose 
and providing vital equipment needed and shared by the consortium, <i in the Fu 


Goal A: Improve firefighter safety. Toward this end, CFD plans to purchase a replacement base I 


station, ten portable radios, one set of five headsets, and seventeen pagers to facilitate and Ree 
improve field communications. As learned from the events of Septembgr 11, 2001, many of the | fei gant rleenced 9/11 
rescue workers died directly as a result of communications device failure. It also plans purchase | ire departments that under- 
of a fixed generator to ensure normal central-command operations and communications in the | 2vytutven’wangon at 
event of power failures. The community experienced six such failures last year from tornadoes, | we as sould lence the 
ice, and other weather damage or from damage to high-tension power lines and power supply at ous their selection of 
stations from accidents or age. The generator would fill another need in the community, as well, | SU2 

in that the fire department could become a shelter for residents in crisis. 


CFD also plans the purchase of equipment never owned by the department, but necessary 10 


protect firefighters during aerial firefighting and rescue. Calls for this type of service have The generator i important 
increased annually and now include approximately three annual calls. This purchase will include | ' ( sammaniy and is 
six sets of fall-arrester harnesses, safety ropes and bags, carabiners, and pulleys to protect ae ate 

firefighters engaged in aerial work. Other necessary equipment not currently owned by the 


department includes ten life vests, which CFD would purchase to protect firefighters engaged in 
water rescue with an inflatable boat also requested and described later in this narrative, 


Critically important to the safety of CFD firefighters is replacement of obsolete and damaged 
personal protective equipment, including seventeen flashlights, ten complete sets of turnout gear, 
and seven thirty-minute SCBAs. The flashlights are issued to all firefighters and are necessary 
equipment both for finding a way to rescue in dark or smoky places and for signaling location 
when a firefighter needs rescue or support. The turnout gear is more than ten years old. The need 
for replacing turnout gear is urgent, They have consistently failed vapor tests and, consequently, 
no longer meet National Fire Protection Agency (NFPA) standards and no longer protect 
firefighters performing their duties, CFD, therefore, plans the immediate purchase of seven sets 


‘Mer 9/11 FEMA found that many fe depart- 
ments, especialy thase in smaller communities, 
had out-o date and damaged equipment and had 
rot purchased with tox dollars equipment that 
would help them pefom rescues or protect thet 
les atthe response site 
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of turnout gear as afforded by its annual budget, and requests the rer 
Also urgent is replacement of the department’s SCBAs. CFD has for several years rebuilt its 
SCBAs by taking apart failed units and reusing functioning parts or purchasing parts they did not 
have. The existing SCBAs are more than nineteen years old; consequently, parts are no longer 
available, The department has purchased ten new units from its annual budget and requires 
seven additional units to bring all firefighters into compliance with applicable NFPA and OSHA 
standards. 


ining ten from FEMA. 


Goal B: Provide vital equipment needed for coresponding and cotraining among the consortium 
fire departments. CFD plans a critical purchase of a fixed compressor/cascade fill station both to 
censure the safety of its own firefighters and to share with adjacent departments requiring 
centrally located SCBA filling. Currently no member of the training consortium owns a fill 
station and all must seek refill and service at departments in the larger cities of Kyle or Wick. 


CED also plans the purchase of a 35 mm camera for use in fire investigations, CFD's captain 
will soon complete training for certification as a fire investigator, making him the only certified 
fire investigator in the consortium, CFD currently uses a digital camera, which facilitates 
sharing information and findings with other departments; however, the digital photos cannot be 
used as evidence in courts. The CFD last year investigated twelve suspicious fires in Craterville 
alone, Consortium departments indicate that they have similar numbers of requests for 
investigation. 


The community has change 
but the fvefighes'equipme 
has nt. 


RE 


Changes in the surrounding landscape force the purchase of two additional pieces of equipment 
that were not previously needed and/or are not available from members of the consortium. ‘The 
1-6 highway is under construction and slated for opening in fall 2007. The project, referred to as 
"southbelt” by area residents, will run through the heart of Craterville, within 1/2 mile of the 
CFD, and is expected to deflect traffic from the primary east-west corridors now bisecting 
commercial and residential areas. The Cloverleaf exit to the only north-south corridor at US-xxx 
is in Craterville and will be the second largest interchange in the State of Midwest. Both this 
intersection and the new highway are expected to increase traffic dramatically and, consequently, 
to increase the number of accidents to which CFD will respond. All of the consortium members 
will be affected by the new highway but none more than CFD: therefore, all have agreed that 
CED is the most appropriate department to purchase and house a portable extraction tool for use 
in highway or industrial accidents and particularly for use in carrying up the hills created to 
support the new I-6 highway and interchange. All members of the consortium have generator- 
powered extraction tools, but CFDs purchase would be the first battery-powered, lightweight and 
portable unit available for their use, 


A second environmental change is the creation of new manmade lakes and ponds within housing 
developments and natural creeks that bisect the community. Less than ten years ago, a child 
from a Craterville mobile home park drowned in the creek despite CFD rescue attempts, and last 
year, a new development resulted in construction of a 40-aere lake in Craterville and near 
residents of Dyes and Byes Center. To assist in water rescues expected to increase as the number 
of water facilities does, and to share with consortium members that are experiencing similar 
growth, CFD seeks to purchase an inflatable rescue raft, The raft will hold up to two rescue 
workers and one victim at a time and is easily transportable. 
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CFD’ final request is for a portable computer and projector to be used for cotraining exercises 


with consortium members. CFD is the consortium member most qualified, in that it employs 
two trained paramedics, to deliver the fifteen credit hour medical-rescue training required of fire, 
police, and sheriff department personnel for recertification as Medical First Responders (MFR). 


While the equipment itself would not be shared with consortium members in this case, the 

training is offered free at CFD to all affected municipal personnel in and outside of the Heoap bene aly 

consortium. but went fist to the commun 
tes wth the greatest ned. 

Financial Need. ea 

‘The CFD’s annual $470,000 budget is supported 100 percent from local taxes. The composition | were urgent 


of the community, however, places financial strains on both the department and city residents. 
The median household income of Craterville taxpayers according to 2000 census is slightly more 
than $40,000, while the median income in Kanton County (including the core city of Green 
River) is nearly $46,000, and the median income in the State of Midwest exceeds $53,000. 
Craterville includes thirteen mobile home parks with a combined population of at least 1,800 
households. On average the mobile homes generate an estimated six hundred calls annually 
while providing only an average $12 each in annual taxes. The community includes five large 
apartment complexes, one of which is designated rent subsidized for low-income residents. In 
addition, a State-operated mental health facility houses approximately 275 residents who, last 
year, generated 104 calls (8 percent of calls) for assistance at a cost of $12,000 to CFD and its 
community. The facility pays no taxes in support of fire department services. 


CFD’s budget is used to pay firefighter salaries and to maintain vehicles and the fire station, 
Equipment had not been upgraded for several years prior to September 11, 2001. At that time, 
residents and civic leaders prioritized allocations of funding to the extent possible to improve 
firefighter capabilities and safety. As a result, CFD has recently purchased ten SCBAs and plans 


to purchase seven urgently needed sets of turnout gear. The community clearly cares about its 
firefighters/rescue workers’ safety; however it lacks, by itself, the financial resources necessary | jitte the apmat ot ene 
to bring the department’s equipment into compliance with NFPA and OSHA standards for ment by pointing out that it 


firefighter safety. wil be shared wth six other 
departments and that the 
benefits to tose communities 


Cost-Benefit < ‘would outweigh the cost of the 
CFD seeks four expensive purchases that would be shared minimally with its six consortium Meee 
partners: a fill station, inflatable raft, extractor, and camera, and a fifth that would be used to 


train consortium members and other medical rescue workers throughout the region. Total cost of 
these five items is $42,850 (approximately 35 percent of the grant request). Use of the requested 
equipment will benefit more than 150 firefighters currently employed by a member of the 
consortium. The number of individual residents or visitors who will benefit—who are likely to 
be saved from injury or death—as a result of life-saving equipment purchases or training cannot 
be calculated. 


The remainder of the grant requested is allocated for the purchase of critically needed firefighter 


safety and communications equipment. The total cost of these items ($80,740) is approximately [ter 2002 when FEMA fist 
$4,750 investment in each CFD firefighter. ~ eae eee ie 
any department additonal 
funding so they cold hire a 
professional gantwiter for 
thei naratie applications. 
The reimbursement as aa 
abe even to fre departments 
that did not reeehe gant 
funding. This situation is 


etremely are. 


INDIVIDUALIZING Your Proposats By Type oF Project 


Sustainability Grant 

What Is It? 

Most grant applications ask how you will sustain a project after funding ends. To reply to this, you need a plan 
for raising revenues from memberships, fees for service, partnerships, and fundraising efforts to continue the 
project without grant funds. On rare occasions, you can apply for a grant to carry you over the period between 


start-up funds and self-sufficien 


——to develop and carry out the sustainability plan you should have developed 


prior to receiving the start-up grant. 


Appropriate Funding Sources 
Local foundations are the most likely sources for sustainability grants as they are most aware of a project's success 
and most invested in seeing it continue. If your community does not have local foundations, seek grants from 


smaller state or regional foundations that have similar goals and have previously made grants in your community. 


Strategies 
Even some of the most worthy efforts have no promise for self-sustaining; nonetheless, start-up funding for a 


project that will forever require grant funds is difficult, almost impossible, to get. In other cases, start-up fund- 


just not enough to implement a project and get it to the point that it can suppor 


ing self. If the project has 
proved very successful during its start-up and pilor, you can develop a list of new funders (try not to return to 
the start-up funders) and make the case for why they should help you sustain the project for a few more years. 
You must, asa part of the grant, develop a strong plan that demonstrates how you will spend that time weaning 


the project from grant funding or, in the case of a project that cannot be self-sustaining, a strong list of new 


potential grant sources. 


| 165 
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Sample: Sustainability Grant Proposal 


City Media Center 
MOLLIE Project 


A. NARRATIVE MoLLIE has been in the 

schools without cast to the 

7 schools. In other words, the 

1. Executive Summary nonprofit CMC has made an 
The City Media Center launched its Mobile Learning Lab for Information Education (MoLLIE) | 0" in judgment in think 


in Fall 2004. Currently MoLLIE is equipped with twenty Apple iBook wireless laptops and pi Romesh eset 


sixteen digital cameras for use in K-12 public and parochial schools. MoLLIE staff and interns | to pay a fee for sence. itis 
teach students to use the equipment to produce films at the close of a unit of instruction. For Lokaetenepearel 
instance, students studying environmental protection might develop films about the watershed, | fup hep the progam ging 
ozone layers, the Great Lakes, or any number of other topics. Teachers use MoLLIE projects as |_ while t implements a process 


: A ; OS 2 | that helps school take oer 
a replacement for term papers, dioramas, and other traditional means of demonstrating learning. 


Increased costs of paying for 
the sence. 


MoLLIE has demonstrated eee outcomes since its inception, but struggles now 
with maintaining the service to the schools, To date, schools have had to pay little or nothing to 
have MoLLIE and training in the classroom, Now, CMC has developed a process for teacher 
application and school administrative review of those applications. In this way, we can highlight 
learning outcomes to the administrators and ask for their approval for an incremental copay 
requirement for school projects. Ultimately, through this and other negotiations and small 
project grants, we hope to make MoLLIE sustainable by those it serves at the end of three years. 


2. Purpose of Grant 
Needs Statement Tiss 2 request for 2 tee 
In fall 2004, City Media Center (CMC) received a federal grant to launch the Mobile Learning | ee net 
Lab for Information Education (MoLLIE). A van equipped with twenty Apple iBook wireless | year. its aared, ye 
laptops and sixteen digital video cameras, MoLLIE brings technology tools and education to K- bacieediviehapehctontn 
12 classrooms and to other areas of the community that lack access, equipment, software, and/or | having met and reported on 
training. Students are taught digital film and editing skills, Internet skills, and website design to | ye ow and wo ojecties 


improve educational outcomes for their own and other classes in their schools. 


MOoLLIE has helped CMC close the digital divide in the City. Students of MoLLIE do not need 
transportation to attend a technology center for instruction or computer use. Instead, MoLLIE 
goes to them. Its after-school programs and evening stops cover more territory than could seven 
or eight site-based centers, and its programs fully engage children, teens, and adults in 
technology learning and application, It also addresses a bias, particularly among African 
Americans, that computer technology is for geeks. Working on a MoLLIE project—with video 
cameras, laptops, and a group of friends—then watching your work air on CityTV, according to 
participants, is "very cool.” 


Since January 2005 MoLLIE has provided technology and training services to more than twenty- 
five area schools and educational agencies, and its educational services go beyond mere 
enrichment. The MoLLIE team, in partnership with area teachers, provides technical assistance 
and equipment to facilitate the teaching of state-mandated curricular outcomes and objectives. 


ts rig plan was submitted 
to the federal government, 
hich provided “money to 
launch the project 


A project requesting sustain 
billy funding must have 
etceeded expectations and be 
highly valued by participants. 
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The nature of the MoLLIE program is inherently cross curricular, matching the computer and 
digital technology lexicon and training with the classroom teacher’ subject-specific lesson 
planning. MoLLIE engages students at a multi-sensory level. Students use video technology to 
write, shoot, edit, and telecast their own curriculum-linked, self-produced presentations, 
MOLLIE has been used by area educators to teach a broad range of subjects including Science, 
Language Arts, English as a Second Language, History, Social Studies, Careers/Employability, 
and Health, 


MoLLIE’s original plan for ty called for increasing fees for service after the initial 
one-year grant, but unfortunately, CMC has found that those most in need of its services; iue., K- 
12 public schools, are those that are unable to pay to sustain the program. It also found that it 
required additional time to demonstrate MoLLIE’s effectiveness, which it has now done. In fact, 
the outcomes of the MoLLIE project have surpassed our most optimistic projections—in terms of 
numbers of children served, the quality of student work, and the enthusiasm and creativity of the 
many committed teachers with whom we’ ve yorked. Though we’ ve served 50 percent more 
students than originally projected, the real stofy of MoLLIE’s success lies in the learning 
outcomes among those school children. Assigned video projects after a unit of instruction, 
students learn at the highest levels of the rubrip scale and of Bloom’s taxonomy—and they learn 
lessons that will be with them for the rest of their lives. 


The applicant has a broader 
plan in place to buildup the 
schools’ abilities to pay for 


senices, 


Many of the schools where 
MOLUE Is needed most are 
those facing severe budget 
constraints, 


To sustain these learning outcomes, we must sustain fhe MoLLIE project in schools. The City 
Media Center (CMC), therefore, is seeking funding fpr the coming three years while it transitions 
services to fee-based. During the transition, CMC plans to work with school administrators and 
hool teachers to help them understand the cost and benefits of MoLLIE and to work to cut 
overhead costs of the project. CMC has determined that it costs approximately $1,500 to provide 
three half-day hands-on video training and production experiences. CMC plans to require 
teacher applications for MoLLIE services with a small, but increasing annually, copay 
requirement. CMC would identify a team of volunteer school administrators and community 
members to review the applications, to approve the learning goals for proposed MoLLIE 
projects, and to determine the ability to copay for services. We will provide some guidance to 
teacher applicants on raising their copay funds (SACUL grants*, parent support, school 
foundations, school’s corporate partners, events and event allowances, etc.). (*The State 
Association of Computer Users and Learners offers $2,000 grants to teachers to provide creative 
computer instruction.) 


We already know that MoLLIE works to improve academic outcomes for school children, Now 
we need to impress on school officials and parents that MoLLIE will not always be free. 
Adequate funding would enable CMC to continue the project during the three-year transition to a 
fee-for-service MoLLIE. We will encourage oppay, but will not limit project fund awards during 
year one based on ability to copay. At the end pf three years, we should have a strong mix of 
fee-for-service projects that supplement those that cannot pay. We will also have a portfolio of 
instructional units, crossing all academic discifflines and grades, that incorporate video 
production as a final project, and that have denfonstrated achievement of academic outcomes and 
standards. 
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Goals, Objectives, and Action Plans 
CMC holds the following goals and objectives for MoLLIE during the three-year transition 


period from free to fee-based services: 


* Sustain MoLLIE services for the next three years while transitioning to fee-based services. 
Obj. LA: Apply for grants from various community sources 
Obj. 1B; Continue building partnerships with County Intermediate School District, City and 
other Public Schools, parochial schools, Nonprofit Incubator, and others to support MoLLIE, 
services or reduce costs. 


* Highlight MoLLIE products so community and school officials understand the learning 
value. 
Obj. 2A: Enlist school district administrators to serve on committee to review teacher 
applications for MoLLIE services 
Obj. 2B: Continue weekly CityTV show of MoLLIE products. Expand effort by promoting 
upcoming shows in various schools 
Obj. 2C: Continue negotiations to add MoLLIE segments to City Educational Access 
Television station. 


* Develop portfolio of instructional units (all academic disciplines and grades) that use 
MoLLIE and that have demonstrated achievement of academic outcomes/standards. 
Obj. 3A: Develop application process that highlights teachers’ academic goals for projects; 
assist teachers in raising copay fees for MoLLIE services. 
Obj. 3B: Evaluate learning outcomes against teacher goals after projects are completed. 
Obj. 3C: Share curriculum across academic disciplines and grades to encourage more 
teachers to participate in MoLLIE 


* Develop and implement schedule for upgrading MoLLIE equipment. 
Obj. 4A: Determine capabilities of existing equipment and of newly available equipment. 
Obj. 4B: Continuously review upcoming technologies to determine best time to buy. 
Obj. 4C: Recycle used equipment into other CMC or school programs as it is replaced. 
Obj. 4D: Seck community resources for donated or low-cost vehicle replacement. 


Timetable for Implementation ~< iA ts ve ee merits & 


CMC plans the following timetable for transitioning MoLLIE to a fee-based service: 


Year One (2006-07, 
‘Apply for grants from community sources. 

Develop teacher application form. 

Enlist school district administrators’ participation in review committee. 

Promote MoLLIE services in schools through the use of television and print media. 
Achieve, by end of year, a mix of at least 10 percent copay for services. 

Reduce overhead costs by moving MoLLIE staff to Steepletown and implementing labor-for- 
rent exchange program. 

* Continue building partnerships with school offici 
* Begin equipment upgrade cycle. 


Is and CISD. 


¢ Evaluate cost effectiveness of MoLLIE and learning outcomes of MoLLIE projects. 
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Year Two (2007-08) 
Apply for year two support from existing funding source 
Develop and promote portfolio of learning outcomes from past projects. 

Achieve, by end of year, a mix of at least 25 percent copay for services, 

Develop arrangement with CISD that may channel some school technology funding to 
MoLLIE. 


other supporters, 


Continue equipment upgrade cycle. 
Negotiate with community car dealer for low cost or donated vehicle to replace or upgrade 
MOoLLIE van. 

Evaluate cost effectiveness of MoLLIE and learning outcomes of MoLLIE projects. 


‘ear Three (2008-09) 
© Apply for year three support from existing funding sources; identify other supporters. 
Explore potential for raising fees through consulting in other communities to establish their 
MOLLIE programs. 
Achieve, by end of year, a mix of at least 50 percent copay for services, 
Continue equipment upgrade cycle. 
Evaluate cost effectiveness of MoLLIE and learning outcomes of MoLLIE projects. 


3. Evaluation 

Defining and Measuring Success: 

The project will be judged successful according to the following measures: 

*  Itraises copay levels from schools meeting or egceeding the objective (i.e., 10 percent year 
‘one, 25 percent year two, and 50 percent year three). 

‘© By the end of year three, The MoLLIE educational portfolio contains lesson plans and 
learning outcomes for grade levels 2 through 12 in every subject. 

© MoLLIE services (or potential expanded services) are 80 percent or more sustainable within 


three years through copay, pass-through technology funding from potential sources, 
Evaluation is linked to the 
fie ea heeeaes ar we consulting fees, and small project grants. 
gant © Atleast three schoo! administrators (from different districts) serve on the MoLLIE 
educational program review committee. 


‘Students meet or exceed learning outcomes and objectives stated in teacher applications. 


4, Budget Narrative/Justification 
Budget: MoLLIE: Three Year Operations 

A. Organizational fiscal year: July 1 to June 30 

B. Time period this budget covers: July 1, 2006 to June 30, 2009 


Fora CAPITAL request, substitute your format for listing expenses, These will likely include: 
architectural fees, land/building purchase, construction costs, and campaign expenses, 
Expenses: include a description and the total amount for each of the budget categories, in this 
order: 
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TING 


‘Amount Other Funding | CMC/CIyTV | Total 

Requested of | Sources and In-Kind 

CCF 
Salaries, taxes and fringe benefits | $ 90,000 3180.00 590,000 
Consultants & professional fees 515.000 
Travel/Mileage 5_3,000 $3,600 
Equipment (computers and 5 25,000 $95,000 $50,000 
camcorders) 
Supplies $15,000 3,000 
Marketing/Promotions $10,000 $22,500 
Rent & utilities $10,500 
Evaluation 5_5,000 $10,000 
Van and equipment maintenance $ 30,000 3 5,000 
and/or replacement 

TOTALS: [ $115,000 $338,000 $209,600 


Revenue: Include a description and the total amon 
in this order, Please indicate which sources of revi 


unt for each of the following budget categories 
enue are committed and which are pending. 


‘Committed Pending 


T, Grants/Contracts/Contributions 
Local government 


$127,500 


State government 


Federal Government 


527,825 


Foundations (itemize, 
City Community Foundation 


$115,000 


Corporate Foundation 


$90,000 


The organization bas applied 
to several ater local funders 
‘and potential partners but 
has few commitments prior to 
‘making ths application. 


Mr. & Mrs. Wealthy Foundation 


$100,000 


‘All Girl Foundation (special project) 


510,650 


Other (not yet identified or approached) 


Individuals 


Earned Income 


Events (teacher training at CISD) 


Publications and Products 


3, Member: 


income 


4. In-Kind support 


3, Other (specify) 


School co-pay for MoLLIE services 


$170,000 


‘Art Organization contract, 


CISD 


6. TOTAL REVENUE 


$475,000 


Budget Calculations: 


Expens 
Salaries, taxes, and fringe benefits are calculated 


six months. CMC provides $90,000 as i 


Noe the budget justification 
explaining each line item 
In both the expenses and 


at approximately $10,000 per month for thirty 


‘ind services of staff; those costs are allocated under 


revenues as local government donation since they derive from franchise fees. Consulting and 
professional fees include fund-raising and market 
annual budget. 


ing consulting and are provided from CMC's 


A strength in this proposal is 
that the applicant is nesting 
its own resources into sustain 
ing the MoLLE projec. 


ie 


Famed revenues will be 
applied directly tothe project 
and wil not go into the CMC's 
general budget, 
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Equipment costs include upgrading all computers and cameras during the course of the five 
years, recycling existing computers, and expanding the number of computers available. In each 
funding request to date and subsequent to this one, CMC has requested a portion of the requested 
grant for equipment upgrade. Existing equipment is currently valued at $50,000 and is offered in 
kind for its use to recycle in schools and other CMC programs. 


Supplies are provided by CMC and through a line item in several existing project grants (e.g., 
portion of the Women’s Foundation, Arts Organization, and Department of Justice 
grants/contracts noted in revenues). The remaining portion of necessary supplies will be 
allocated from publications and products earnings (which cover costs of some tapes and DVDs) 
and from school copays. Marketing and promotions are allocated similarly, with the Arts 
Organization contract and Youth Film Festival proceeds providing some sources of funding. 


Rent and utilities for MoLLIE staff to be housed at Nonprofit Incubator is $4,500 cash provided 
by CMC/CityTV through cable franchise revenues and $6,000 in labor exchange over three 
years. 


Evaluation will be internal and will require a minimum investment for consultation and staff time 
of $5,000 annually in each of three years. 


CMC currently spends approximately $5,000 annually on van maintenance, insurance, ete., 
which comes from cable franchise fees (local government). Thirty thousand dollars are allocated 
for the purchase of a new vehicle with four seats and ample cargo room for equipment (currently 
only two staff may ride in the MoLLIE van; others go in their own cars). CMC hopes to 
negotiate a donation or greatly reduced cost for the new vehicle from a local dealership. 


Revenues: 
Much of MoLLIE’s ongoing funding listed as CMC/CityTV and in-kind comes from cable 
revenues to CityTV and is allocated as a part of CityT'V’s annual budget. These expense items 
include salary and fringe benefits for staff, consulting fees, supplies, marketing and promotions, 
evaluation, and van maintenance and insurance. 


Other revenues include special MoLLIE project grants and contracts that are described below 
and can be used to offset the cost of MoLLIE in schools. 


Eamed revenues derive from teacher training sessions at CISD, which generate $1,250 per 
training session, CMC expects to provide four sessions annually. Also included in earned 
income is a small cost charged to students when CMC makes a duplicate DVD or VHS tape of 
their school project for them to keep and share with their families. 


Pending revenues include three grants currently being requested of the City Community, 
Corporate, and Wealthy Foundations. Also included is the amount of copay (calculated as 10 
percent, 25 percent, and 50 percent of total program costs each year) that CMC expects to 


generate from schools in its effort to become self-sustaining. 
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Demonstration Project 

What Is It? 

A demonstration project proves or disproves a theory held by the nonprofit applicant and/or the grantmaker. 
Demonstration projects are funded to enable new types of services and corresponding research and evaluation 
needed to prove the theory or test the replication of a project. They are sought by applicants eager to attempt 


something new. 


Appropriate Funding Sources 

Most demonstration project grant opportunities come in the form of requests for proposals from government 
departments or government agencies and from some large foundations that have launched initiatives they are 
testing in different communities. A nonprofit organization seeking demonstration project funding proactively 
would look first to the larger foundations that see themselves as learning organizations and have demonstrated 


through past grantmaking their willingness to take risks or test a new strategy. 


Strategies 


Perhaps no other type of REP generates more responses that are simply chasing grant dollars than demonstra- 


tion opportunities. Too often, small nonprofit organizations don't really understand what they are getting into 
and see an REP as an opportunity to build their funding base. For instance, the sample grant that follows is a 
response to an REP requiring communities to establish a roundtable of juvenile justice and other social service 
programs for girl offenders, to have the members discuss the issues surrounding girls at risk of offending, 
and to develop a community plan for addressing those issues. The originator, in this case, the state Family 
Independence Agency (FIA), received numerous proposals to launch actual programs for girls and only a few 
that focused on the research and convening aspects of the program. 

‘The best strategy to write a successful demonstration project is to carefully analyze the REP or guidelines and 


to discuss with staff and other organizational leaders the match between the project described in the RFP and 


the organization's mission and goals. 
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Sample: Demonstration Project Grant Proposal 


‘he of the primary purposes 
of the project, once funded, 


wil be to gather data that PROGRAM NARRATIVE 
will define the problem. This 


section of the grant seeks 
information that will provide 1, PROBLEM STATEMENT. Describe the problem exactly as it exists in your commu! 


hone easing | | Define the nature and magnitude of the problem to be addressed through your proposal. 


a baseline against wich to | | Analyze the causes of the problem. Document statements with valid, current statistical data 

ness pogans that ats | | to clearly demonstrate why the problem exists. Identify the source and date of your 

atest sud) peti z| « is 5 : 
>| information. 


Although there are several nonprofit organizations in greater Green River, Midwest, that provide 


Suds sow tat gis do ot | crime prevention or intervention services for young people, thse programs, with some 
farses herria) exceptions such as Planned Parenthood and other programs fo¥ pregnant/parenting teens, have 
both andr. historically focused on the needs of urban and near-suburban boys. In a few instances, some of 


the organizations that serve boys have attempted to adapt their programs or to include girls in 

existing programs to address the following data indicators: 

© Court referrals (data for actual arrests is unavailable at this time) for girls in Green River 

The grantriter requested totaled 1,376 in 2005—nearly one quarter of court referrals for all juveniles in 1998. To date 

speeke 16s foe eae) in 2006, court referrals of girls totals 660—again, one quarter of court referrals for all 

{neni justee department. -—pe 

juveniles (Kenton County Juvenile Justice). 

* Predominant crimes among girls referred to Juvenile Justice so far in 2006 include, in order 
of highest rates: retail fraud, minors in possession, running away, curfew violation, assault 
and battery, and assault with a dangerous weapon. These were also the top violation 
categories last year, but running away was the second most prevalent violation for which 
girls were referred in 2005 (Kenton County Juvenile Justice). 

© Last year, rates of second degree retail fraud among girls exceeded that of boys, and runaway 

iain rates totaled the same for boys and girls. To date in 2006, the rate of runaway girls referred 

ike casa soeseaet to the court is the only case in which the incidence among girls is higher than that among 
progam desig + ——boys: in fact the rate of girls referred for running away is double that of boys in 2006 (Kenton 
County Juvenile Justice). 

In the ten years between 1994 and 2004, pregnancy among girls ages fifteen to seventeen 
rose nearly 40 percent: from an estimated 531 pregnancies in 1994 to an estimated 1,370 in 
2004 (Kenton County Health Department). 

© Minority girls are more likely than white girls to be incarcerated (in Kenton County, six per 
100,000 incarcerated girls are majority; thirty-four per 100,000 are minority) (State of 
Midwest). 

© Females are committed to institutions at younger ages than males on the average. African 
American females are committed at an average age one year younger than Anglo American 
females (fifteen vs. sixteen years) (Midwest Family Independence Agency, 1987-2003). 

* Female juvenile offenders most often enter the juvenile justice system at a time of family 
crisis (Midwest Family Independence Agency, 1987-2003). 

© More than one quarter (27 percent) of delinquent girls in Midwest report at least one suicide 
attempt. Many are found to be clinically depressed, particularly those who are pregnant or 
parenting (Midwest Family Independence Agency, 1987-2003). 

The data wee provided bythe | @ Forty percent of female juvenile offenders have neglect charges; 40 percent have abuse 

ae mei Ne guL charges on their records (Midwest Family Independence Agency, 198742003). 
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© Female offenders have a high incidence of sexually transmitted diseases; most report that 
their sexual partners are five or more years older than they (Midwest Family Independence | tavg te gantrprobaty 


a 3 snows ths, tsa have the 
‘Agency, 1987-2003). : aplican ae Kyou don. 
© Types of crimes for juvenile female offenders have not changed except for dramatic acknowledge a problem, i 


increases in cases of assault, particularly domestic abuse (Midwest Family Independence | cut io cone. 


Agency, 1987-2003). 


Adaptations to boys’ programs or the inclusion of girls in boys’ programs simply does not work. 
Research shows that boys receive more attention in mixed-gender programs, which could 
exacerbate girls’ feelings of inferiority. Adapting existing boys’ programs does not address the 


range of needs among girls at risk, and often, the programs are delivered by personnel who havi 


worked successfully with boys and have little incentive or understanding to revise their cones 8 
approaches when working with teen girls. Prorane shoul be deviged 


separate from thos for boys. 


Indeed, adapted boys’ programs seem to run counter to fulfilling the most basic of girls’ needs: 
"to be understood, to be encouraged, and to be given positive|direction in a world which, for 
many of them, is all too often confusing, threatening, and unckring” (Bilchik, Girls, Inc.). Even 
the local data necessary to analyze the full scope of the problems of girls at risk for juvenile 
offending is sparse or disjointed. Girls have not been the focus of any previous systemic 
initiative in the greater Green River community. 


Family Dialog, Inc., a nonprofit counseling service for youth at risk and their families, seeks to 
convene several community leaders of programs for youth with the intention of breaking the 
mold—laying aside all current programming and, together, gathering and analyzing local, state, 


and national data on the issue of young female juvenile offenders, and—armed with this 
education—developing a systemic approach to addressing the range of causes and problems | he qonpoftylutees are 
experienced by girls in greater Green River. to develop 8st response 


The forum, “Girl Talk,” will be composed of community leaders to include (but likely not be 
limited to) representatives from Green River Youth Commonwealth, a recreational program 
(summer camp and two urban centers) supervised by Green River police officers for at-risk 
urban youth; Boone Services, a residence for teen mothers who cannot remain in their homes 
during and after pregnancy; Alternate Directions or a similar school program for pregnant and 
parenting teens; Wildwood, a residential program for youth who have offended; Kenton County 
Juvenile Justice Department; Family Dialog, Inc., a mentoring and training program for at-risk 
youth and their families; Archer Circle, which includes Advice Center for Teens, a mental health 
provider for youth; urban and contiguous-suburban school districts; Kenton County Health 
Department; Girls Scouts of America, Kenton County: Green Valley State University Office of 
Community Research; City and contiguous-suburb police departments; Family Independence 
Agency (FIA) and Child Protective Services (CPS); Planned Parenthood: and Project Rehab, an 
alcohol and drug abuse prevention organization. Family Dialog, Inc. will also recruit at least five 
adolescent girls from various socio-economic strata and life circumstances and at least two 
parents of teenage girls to participate on the planning team. 


Family Dialog, Inc. staff believe that this mix of team members can assist in gathering data 
necessary to analyze the problem and to measure results of later program design and 


7 
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implementation, and to plan an effective, system-wide response that includes prevention, 
intervention, and treatment for the problems of female juvenile offenders and those at risk for 
offending 


Il. PROJECT DESCRIPTION. Outline clearly, and in detail, your overall project. 
Include a chronological plan of your goals (what the project will achieve). Include a 
description of project activities and job descriptions of all positions to be funded by federal 
funds. 


Though progam funding 
Tater questo, it makes 
to wite about tear 
proposal 


gis a 
in the 


‘The goal of the community-wide planning initiative, "Girl Talk,” is to develop a systemic 
approach to preventing, intervening in, and treating the problems of female juvenile offenders 
and girls at risk for becoming offenders. 


A project coordinator will be hired to conyene team members, facilitate meetings of the team, 
ensure information exchange among team members, develop and maintain communications 
among and between team members, and attend all local, state, and national workshops on the 
problems of female juvenile offenders. The coordinator will be a contract position for the 
duration of the planning period, The coordinator will work closely with the Office of Community 
Research at Green Valley State University to coordinate data gathering regarding girls in the 
juvenile justice system and other girls at risk in the community, and to sean other communities 
for successful programs for girls. 


Once data is gathered and analyzed, the team will work with a professional social worker (likely 
also from the Office of Community Research) to develop a risk-indicator scale, which would be 
used by various community institutions (schools, religious organizations, clubs, mental health or 
healthcare providers, etc.) to determine girls’ levels of risk for offending. Data gathered on the 
status of girls in the community, on early responses to the risk indicator scale, and from an 
analysis of successful girls’ programs in other communities, will be used to inform the design of 
the community-wide approach to addressing girls’ problems. 


Based on the data, the team will design a program to prevent, intervene in, and treat the problems 
of at-risk girls in greater Green River. A professional writer will develop and write this 
comprehensive plan. The writer will also develop subsequent grant proposals for submission to 
local foundations, the State of Midwest, or other appropriate sources, to generate the support 
necessary to implement the girls’ program in its entirety. (It will be agreed among the partners at 
he outset of the planning process that no agency should attempt to seek funding to "play its 
art” in the solution; rather, the solution should be systemic—greater than the sum of its parts— 
and thus, be funded as a community initiative.) 


The planning process will be evaluated based on the completeness and clarity of the objectives 
for the completed program plan, its ability to be replicated in other communities, and 
simultaneously, its relevance to the status of girls in greater Green River. The source of the 
evaluation is not yet determined, but is likely to be a social work Ph.D. from a local university. 
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Additional costs required to complete the systemic plan for girls” programming include travel 
and accommodations, clerical support for team meeting minutes and reproduction and 


distribution of the program plan; office supplies, and postage. 


A timeline for completing all components of the project is as follow: 


10/06-12/06; Contact all potential team members to discuss the planning initiative and obtain 


commitments to participate for the duration of the planning period. Develop 
contracts for services of project coordinator, clerical staff hours, and writing 
service 


10/06-12/06: Identify and contract with an evaluator. 
1/07-12/07; Monthly (or more frequent) team meetings. 


1/07-3/07: Data gathering from all local community sources regarding the status of local girls 
to be performed by Green Valley State University Office of Community 
Research, Scan and analysis of other programs in the nation that successfully 
address the problems of girls in their communities. 

3/07: Use data to develop and disseminate risk analysis indicator to local institutions. 

5/07: Analyze risk analysis indicators for problems of girls and extenv/range of 
problems in local community. 

6/07-8/07: Develop and write comprehensive, holistic plan for addressing the identified 
problems of girls who have offended or are at risk for juvenile offense. 

8/07: Evaluate plan for completeness, responsiveness to data, and potential for success. 

9107: Finalize timeline and budget for implementing program plan across the system. 


10/07-12/07: Devise plan for funding and develop list of potential local, state, and national 


funding sources, Develop and submit grant proposals to comply with funding- 
source deadlines. 


II. PROGRAM OBJECTIVE. Objectives are specific, quantified statements of expected 
results of the project. The objective must be described in terms of measurable events that 
can be realistically expected under time constraints and available resources. Objectives 
must be related to the problems. Describe who will do what, by when, and why. 


The goal of the community-wide planning initiative is to develop a systemic approach to 
preventing, intervening in, and treating the problems of female juvenile offenders and girls at 
tisk for becoming offenders. Toward this end, Family Dialog, Inc. holds the following 
objectives: 


To convene a group of representatives from various systems and organizations in the local 
community who have an interest in providing services for at-risk teenagers. Expand the 

group as advised by members to include organizations or systems that represent all aspects 
(including those discovered during study) that affect the lives of girls (Project Coordinator; 


Family Dialog, Inc,). 


To conduct surveys (risk analysis indicators), gather data (local, state, and national), and 
review girls’ programs in other communities to inform the group on the needs of girls and 


form the basis for a new systemic approach to resolving girls’ issues (Project Coordinator; 
Office of Community Research at Green Valley State University). 


‘he grantwiter assigns respan- 
siblity for each objective, Its 
‘itiealy important that even 
‘one imoled read and approve 
these objectives 


The planned report wil sane 
«broader purpose than simply 
reporting the acting ofthe 
‘community team. 


The witer need not state how 
the evaluation wil be dane, but 
can leave that to a professional 
caluator, Instead, the witer 
identifies the questions that 
an evaluation should ansier to 
rove thatthe organization has 
achieved its projact objectives. 
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3. To draft a program design that is responsive to the needs of local girls and replicable at least 
in part for addressing the needs of girls anywhere (Team and writer). 


4, To evaluate the program design for completeness, responsiveness, and potential for success 
(outside evaluator). 


5. To prepare a funding plan and submit requests for funding regarding systemic 
implementation of the plan (writer; project coordinator: Family Dialog, Inc.). 


6. To disseminate the program plan to community members, funders, other communities, and 
others in the local community who have an interest in improving girls? status. 


7. To be fully prepared to implement a system-wide plan for addressing the needs of girls 
involved in the juvenile justice system or at-risk for involvement. 


IV. PERFORMANCE INDICATORS AND EVALUATION. State exactly how each 
objective will be measured. Performance indicators (activiti 
document your program’ effectiveness) should be matched to your spe 
Specify the criteria and procedures to be used. Identify the person responsible for the 
evaluation of this project. 


‘The following questions will be used as performance indicators and as the basis forfevaluation: 


1, Was the community team representative of all sectors that deal with or should deal with the 
problems of adolescent girls? If some organizations were deemed appropriate but chose not 
to attend, what reasons were cited? 


2. Did the compiled data (quantitative and qualitative) help team members form a clearer 
picture of the needs of and risks faced by adolescent girls? 


3. Were the data referred to and addressed in forming a systemic plan for addressing the 
problems of adolescent girls? 


4. Is the completed draft program design based on available data (qualitative and quantitative)? 
Is the program replicable? Does it address the priority needs of adolescent girls at risk in 
Kenton County? What is the expected potential of the program’s success? 


5. Has the writer developed a comprehensive plan for funding program implementation? Does 
the plan include a broad mix of funding sources? Have at least four grant applications been 
prepared and submitted by December 2007? 


6. Have all members of the team received complete copies of the final program plan and 
additional copies for distribution within their organizations? Have at least 250 copies of the 
plan been distributed to community decision makers 


? 
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7. Have all team members endorsed the plan and promoted it with their Boards of Directors, if 
appropriate? Are all identified individuals or organizations that will participate in the plan in 
agreement with the proposal? Have all questions from participants or readers been addressed. 
satisfactorily (ie., is there broad "buy in”)? 


V. PLANS FOR PROJECT PICK UP WITH LOCAL FUNDS. Please describe the effort 
that will be made for local assumption/retention of the project after federal funding has 


expil 


‘his is what this grant, if su 


. ssl, il fund, 1 wil ot 
‘The cost of the cross-sector problem solving team and development off systemic plan for bata aig Sap 


addressing the needs of at-risk teenage girls is a one-time expense. Costs for implementing the that arise trom the study. 
plan developed under this grant will be sought primarily from local sources, which will include 


but not be limited to: The Family Foundation, The Green River Foundation, Corporate 
Foundation, Independent Foundation, and Women & Girls Foundation, Businesses, such as 
Major Manufacturing, Inc., Major Engineering, Hamburgers of West Midwest, Jacks Enterprises, 
etc,, will also be asked to provide funding for implementation depending on the case to be made 
for their involvement. Family Dialog, on behalf of the consortium of organizations that 
participate, will also seek funding for implementation from Midwest United Way and other state 
and federal funding sources as applicable. 


Operations Grant 

What Is It? 

Operational funding supports the general purposes of an organization including: rent, utilities, salaries, sup- 
plies, and similar budgetary items, It is also called general support and core funding. 

Use of these funds can be broader than that of program funding. Use of funds is unrestricted so the grantee 
can use funding strategically in the way it thinks best. Though operations funding is often used to support the 
operations of the organization, it can also be used for emergency program funding, strategic planning, or for a 
quick response to a new opportunity. Because the organization can use these funds so broadly, a trusted relation 


ship with the funder is generally a key to receiving an operating grant. 


Appropriate Funding Sources 


Federal government grants do not fund operations. Si 


imilarly, large or remote foundations do not fund opera- 
tions of nonprofits unless they are located in the same community as the foundation and that foundation has a 
financial stake in the community, or the foundation has a stake in the nonprofit as a cornerstone organization 
needed to achieve its program objectives. 


Most often, the only source for operational funding is a local foundation that sees your nonprofit as providing 


essential and valued services. 
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Strategies 

For years, operational funding was the most difficult to get from grants. Nonprofit organizations had to devise 
new projects in order to appeal to grantmakers’ interests in innovation. These new projects were difficult to 
sustain regardless of their outcomes. In recent years, many foundations have reconsidered their position and 


now look at a community's nonprofit infrastructure and have determined to keep key components of that 


structure strong. As grantwriter, it is your job to determine which funders in your community are willing to 
provide operations grants and under what circumstances. 


‘The sample on the following page was written by a public-broadcast station to a corporate foundation. 
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Sample: Operations Grant Proposal 


Project Narrative 


Summary 
CGVN is west Midwest's only source of public television programming (PBS) and the state’s 
only source of Instructional Television (ITV) for schools. The station seeks a continued 
operational grant ($69,000 over three years). 


Project Description 
CGVN is public-broadcast television serving West Midwest through funding from viewers, 
government, and its host, Green Valley University. The station airs quality television programs 
from the Public Broadcasting Service (PBS), National Public Radio (NPR), and other local and 
national radio and television producers. 


CGVN provides the state’s only full-service instructional television service (ITV), serving nearly 
Nellans 206,000 school children and 11,000 teachers from more than one hundred school districts in 
thisehanl atom ches |__Midwest, ITV is an integral part of the curriculum for hundreds of thousands of students in 
with fomatin about Kenton County. Even preschool age children benefit from educational television in their homes 


Ronin ie because CGVN broadcasts PBS’ award-winning programs like Sesame Street, Dragon Tales, 
Clifford, Arthur, Sagwa, Caillou, and Barney and Friends. Adults are informed with how-to 
programs, news, documentaries, events coverage, and health and family issues series. And 
everyone in the viewing area enjoys nationally produced programs such as Antiques Roadshow, 
NOVA, Frontier House, Exxonmobile Masterpiece Theatre, Great Performances, and Mystery! 


Audience 
The wie as sipped ver the | CGVN’s range is 1.5 million people in western lower Midwest and northwestern Midwes 
see re totiie opin | extending east to Jackstone, Midwest. 

fon, i shut the audere or 4 


ee eae Goals and Objectives 


and 


CGVN’s goal is to continue to support and air quality programming for adults and children. To 
that end it holds the following objectives: 
Objective Al: Hold annual fund-raising events to garner community financial support. 
Objective A2: Seek ongoing relationships with area funders who are committed to 
quality cultural and educational programming. 
Objective A3: Continue contractual arrangements with PBS to secure award-winning 
programming for west Midwest. 


Collaborations 
CGVN is supported by Green Valley State University and the viewing public. CGVN raises most 


Toww hipaa) — ofits annual operating budget from viewers and members, but seeks annually approximately 11 
Tugs ke oe tunwione | percent of underwriting for specific programs from area foundations and corporations 


for a small percentage of 
annual suppor. The community 
demonstrates its value forthe 


Similar Projects 


station with ongoing funds, CGVN is the only public broadcast station in West Midwest and the only full service 
Instructional Television Station in the State of Midwest. 
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Budget and Funding 
CGVN’s annual operating budget derives from the following sources: 


Budget and Funding (Approximate: 

Viewer Membe 68 percent 

Federal 12 percent 

Corporate & Foundation 11 percent 

Green Valley State University 9 percent 
100 percent 


Consumer Involvement 
Viewership of PBS programs has increased each year since 1989. Similarly, ITV service has 


increased the number of teachers and students it reaches and the number of programs provided to 


schools. 


Organization Backgrounds 


CGVN's mission is to educate, inform, and entertain the West Midwest community through 
quality programming and community events. CGVN also serves national and international 
audiences with quality locally produced programming including Fly Fishing with Glen 
Blackwood, Habitat Earth, The Deadly Fuse, and others. 


CGVN'’s broadcast stations are licensed to Green Valley State University as public radio and 


television facilities operating from the Major Public Broadcast Center, as part of the University’s 


downtown city campus. 


Further: 

*  CGVN provides the Midwest’s only full-service Instructional Television Service serving 
nearly 200,000 school children and more than four hundred schools in eleven counties 
throughout West Midwest. 


© In addition, in 1989 CGVN initiated the establishment of M-ITV Consortium—a partnership 
with the state’s twenty-two REMCs. M-ITV meets monthly in Capital City and acts as the 

i materials for every school district 

in the state. CGVN acts as the buying agent and keeps track of legal use rights and distributes 


screening, evaluation, and buying group for video and pri 


programming to the statewide distribution center and to individual REMCs. By pooling 


resources and money, CGVN is able to purchase the latest in video materials for the state’ s 


1.5 million students. 


* Preschool and K-5-age children benefit from educational television in their homes from 


award-winning programs like Sesame Street, Dragon Tales, Clifford, Arthur, Sagwa, Caillou, 


and Barney and Friends. Home schooling programs often incorporate the educational 
programming into their curriculum as well. 


© The FCC mandates all network stations to broadcast three hours per week of children’ 
programming. While most stations broadcast cartoons and siteoms, CGVN broade: 
four hours of quality children’s edue 
year an additional twenty hours. 


The grantwsiter focuses on the 
‘organizational background to 
comince the gantmakers that 
this is one of the important 
pleces of the nonprofit ina 
structure inthis eon, 


ists forty- 
ional programming per week, and during the school 
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© Through its participation in Ready to Learn, a national program with a goal that all American 
children start school "ready to lean,” CGVN has trained more than 5,000 parents, teachers, 
and caregivers, distributed 30,000 books, and reached 30,000 kids since launching the 
program in April 2000. 


© Adults are informed with how-to, news, documentaries, event coverage, and health and 
family issues series. 


‘© Nationally produced programs are available such as Antiques Roadshow, Frontier House, 
Exxon-Mobil Masterpiece Theatre, Great Performances, and Mystery! 


Local programming is offered such as Ask the Expert, Outdoors, West Midwest Week, and 
much more. 


© CGVN offers several public-service features, many of which are not found anywhere else in 
West Midwest, For the hearing impaired, closed-captioning of programs displays the 
program’s dialogue and sound effects in text over the picture for easy reading. CGVN also 
has a Telecommunication Device for the Deaf (TDD) so it can receive messages about its 
programming from hearing impaired viewers. For the visually impaired, Descriptive Video 
Services (DVS) is also offered and can be obtained through the Secondary Audio Program 
(SAP) channel on newer model stereo TVs and VCRs. This service is also provided for those 
who speak foreign languages so that they may receive certain programs in languages other 
than English. 


Special Populations Project 

What Is It? 

Some grantmaker programs (and sometimes, an entire foundation) focus funding on programs that address the 
needs of specific population segments: people with physical or mental disabilities or with a certain illness or condi- 


tion, women and girls, gay and lesbian people, ex-offenders, the recently unemployed, senior citizens, or teenagers. 


Appropriate Funding Sources 


‘There are a handful of REPs issued annually from governments and foundations that seek to fund projects for 
segments of the population that have a great unmet need for services. 

‘There are also a handful of foundations in the nation that are established to address the needs of a population 
segment: primarily women and girls. If your organization is also focused on one specific population segment, 


you need to identify the funders in that subset of foundations. If you have just one program (rather than an 
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entire organization) focusing on the population segment, you may apply to one of these special population 


funders if their goals and eligibility critei 


fic that of your program. 


Strategies 
Communities that have existing collaborations centered around the needs of population segments (e.g., ex- 
offenders), are best positioned to be successful in responding to an REP. It rarely works to establish such a col- 
laboration simply to respond to the request. If the commitment and need exist, local organizations are probably 
discussing ways to respond. 

Do not adjust a program simply to fit into a foundation's or REP’s focus for funding; change only to respond 
to an existing need. For example, if you operate a recreation center for teens, you might have established a 


program or hours of operation for teens in wheelchairs, or a special night of the week in which only girls attend 


and work with a woman trainer or coach. These programs may be fundable by a special population funder for 
people with disabilities or for women and girls. Be aware, however, that if you mix together your populations 
(eg., boys and girls), a special populations funder is not likely to fund your project because it's not specific to 
the needs of the funder’s target population. 

‘The following sample focuses on the need to improve the representation of women in journalism and was 


submitted to a foundation focused exclusively on funding projects for women and girls, 
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Sample: Special Populations Grant Proposal 


The applicant has done 
research on where women are 
underrepresented in one field 
af work and shares the findings 
of he research withthe funder, 


Grassroots Journalism 


Problem to be addressed 

In Laura Flanders book Real Majority, Media Minority, the author makes the point that women 
not only continue to be a minority in the journalism profession, but as news sources, they are 
limited to “gender-specific” stories, 


In the News Media Leadership lists for 2005, men outnumber women almost two to one in media 
positions. Within those positions, women are still disproportionately in news areas of lesser 
importance such as the advice column, nutrition, interior decorating, family tips, and 
entertainment. Women tend to be missing or in small numbers on editorial staffs, as feature 
writers, and beat reporters for government, economics, and foreign affairs. 


The grantwiter should have 
ven a spectic numberof par 
Uiipans. The funder wl ely 
ask during the due 

diligence process 


In our own studies, local news continues to have women’s yoices at a rate of about a third of 
men’s in all news stories, In addition, women appear as news sources when the focus is on 
consumerism, parenting, and gender issues, such as domestic violence. Women rarely are used as 
sources in economies, government (except with the case of a woman governor), and general civie 
affairs 


Targeted population 


The program will be available 
‘only to young women, which is a 
crea ofthe foundation. 


Young women in the County between the ages of thirteen to twenty-four 
Goals & Ohjectives 
To encourage young women in the county to consider journalism as a profession, the Institute for 


Information Democracy (ID) proposes a summer training program in journalism. ‘This training 
will include components such as: 4 


The project involves the 
‘community. 


+ How to do investigative and grassroots journalism 
* Incorporating a gendered critique in news 

+ Developing written and on-air reporting skills 

* Video camera and editing 

* Producing news stories 


Participants will take classes in grassroots journalism. These classes will help participants 
develop skills in communication, research, writing, and community assessment. 


A second portion of the training will focus on video camera use and editing. Participants will 
learn the technical skills needed to film and edit news stories, as well as perform on-air narrative 
and develop interviewing skill 


Participants will also have an opportunity to meet with local women in journalism. This will be a 
roundtable discussion on the challenges and opportunities the female journalists face, as well as 
an opportunity for participants to engage these women on their profession. 
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Each participant will be required to produce a minimum of five news stories for the local public 


acces 


tation, The stories will be evaluated by the staff of ID both for content and style before 


noyect | 185 


approval for airing on the station, Stories will also be submitted to local and state news outlets in 


‘tories on its own website under 


TY, radio, print, and online sources. IID will post these news 
the IDD Media News section. « 


Timeline 


Journalism classes will begin the week of June 7" 
Filming and video editing classes the week of June 21" 


‘Though the gantseekerdoesa't 
(and need nat) say, ely 
that having your own news 
stores air on teeision local, 
and possibly elsehere, will 
build satesteem, addressing 
a prevalent problem among young 
women, 


Meeting with local women journalists the week of July 5" 
Production of news stories between July 12-August 27 
Evaluation, selection, and dissemination of stories the week of Sept. 6" 


Budget 

Project coordination & Journalism classes (IID) $3,000.00. 
Training in video filming & editing $1,050.00 
Cost of tapes/distribution of news stories $100.00 
Refreshments for classes $100.00 


Total $4,250.00 <—— 


The budge is easonable for 3 
three- oF four-month project. 
Only ina mingrant suchas this 
one is it acceptable to present 
only the cost side ofa budget. 


CHAPTER I0 


GRANTWRITING IN DIFFERENT FIELDS OF NONPROFIT PRACTICE 


‘The National Center for Charitable Statistics (NCCS) is the national clearinghouse of data on the nonprofit sector 
in the United States (heep://nccs.urban.org). Within its database is information on the more than 1.5 million non- 
profit organizations in the United States. Using its Table Wizard, users can customize report filters to get statistics 
on specific types of nonprofit organizations. Additional information on nonprofit organizations can be found 
through the Giving USA project of the Center on Philanthropy at Indiana University (www.givingusareports.org).. 

‘As the data make clear, the nonprofit field includes diverse organizations from arts and cultural practices to 
services for people who are homeless or hungry. There are nuances within each discipline that require slightly 
different approaches and/or focus. This chapter provides sample grants as learning tools from the following fields: 


* Arts organizations 


. 


Medical service organizations 


. 


Educational institutions 


. 


‘Technology organizations 


. 


Social/human services organizations 


. 


Local government and services 


. 


Faith-based organizations 


. 


Environmental organizations 


. 


Economic development organizations 
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We purposely provide a range of sample grants: some were successfully funded, some were not. All are, like the 
humans who wrote them, flawed in some way. For your edification, comments will point out both the strengths 


and weaknesses of these proposals. 


Arts Organizations 
Whether they focus on visual or performing arts, arts organizations combine to make up the cultural fabric of a 


community—the museums, dance, theatre, and music programs that educate, entertain, and enrich people’ lives. 


Strategies 

Most arts organizations are not self-sustaining solely through admissions or contracts, and therefore require 
grants to continue their annual programs and educational programs, and to support new productions. Often 
arts organizations, especially those in urban areas, seek and receive both operational and special funding from 
local foundations. The National Endowment for the Arts and state agencies dedicated to the arts are also sources 


of funding for special projects. 
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Sample: Arts Organization Grant Proposal 


Goals/Vi 
As is apparent in the attached performance lists and the description of its programs, Crescent 
Theatre has historically worked successfully to develop and nurture children and family 
audiences. It has this past year, however, adopted a new vision and work plan for the immediate 
future: developing an enthusiasm for the arts among uninclined adults in the community. Staff 
have attended "Learning Audiences” workshops to learn more about the continuum of 
participation in the arts and to identify ways to reach uninclined audiences “where they are,” and 
bring them into the continuum of arts engagement. Staff and the Board of Crescent Theatre 


There is a relatively recent 
movement among ats organiza 
tions and funders to engage new 
audiences. Classic ars events 
had been losing aulence (and, 
thus, revenue) and needed to 
‘develop plans for beter reach 
ing new atendees. 


embrace this new direction as both a means4o ensure Crescent Theatre’s continued success and 
support and to strengthen community arts ada whole. Crescent Theatre is one of the first 
organizations in the region to work with the|Family Foundation in establishing a local adult- 
audience-development process and is a receht recipient of a Family Foundation grant enabling 
the hiring of a full-time staff person who will be committed to this effort. 


Community Crescent Theatre in Green River, State is a forty-six-year-old arts organization 


composed of three distinct programs, which serve the organization’s mission “to enrich, 

challenge, and entertain by producing and presenting quality theatre.” Programs include: 

© Crescent Presents (formerly “Council of Performing Arts for Children,” a part of the 
community for the past thirty-four years), which will present sixty-four performances of 
thirteen productions in schools and community performance venties between October 2005 
and May 2006. 
Crescent Theatre in the Park, which 
Magic Crescent, 


I produce five main-stage shows in the 2005 season. 
summer season of three children’s productions. 


The Convenor is a community-improvement process advised by nearly thirty traditional and 
nontraditional civic leaders. Following an adapted Continuous Quality Improvement model, the 
Convenor process seeks to create the conditions for sustainable community change by gathering 
and sharing information, building networks and communication linkages, developing a 
community-based shared vision and indicators, developing competencies (such as leadership, 
problem-solving, systems thinking, and other skills) among community members, and 
identifying and developing tools and resources necessary to continue the effort for the long term, 
Put simply, those who are participating in the Convenor effort believe that this community can 


The grant reviewer wil key 
wonder wy the “Goas/Vsion” 
ection focuses on deal about 
the partners rather than simply 
focusing on Crescent Theat 


solve its problems and improve the quality of living for all if we first decide where we want to 


direct our collective skills and respurces. 


Currently, Crescent Theatre is working as a member of a Convenor planning team to develop and 
produce a live, interactive performance consisting of dramatic monologues based on stories 
taken from real community members, live dance that expresses a vision for the improvement of 


the local quality of life, and other media components. The performance will be a special part of 
a Convenor community gathering planned for October 30 and 31, 2005, The focus of this 

community event will be to gather input on a community vision statement, develop objectives for 
the next steps in community learning and improvement, and define data and indicators needed to 


‘he reason forthe detail about 
Crescent Theatre's collaborators 
is becoming clearer here. 


mark the community’s progress. The performance will include human stories that illustrate data 
and indicators about the current condition of the community and will be a means of engaging the 
audience at this event in the Convenor community improvement process. 
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Crescent Theatre sees its role as being an integral part of the larger community building and 
improvement process, and the Convenor as being a means to gather evidence of need and interest 
in the arts among the local adult population. The two share similar, complementary goals for 


their respective project efforts, as follow: 


Crescent Theatre ] The Convenor ] 
(Adult Audience Engagement Process) ___ (Community Improvement Process) 
Develop relationships among arts and other | Develop cross-sector relationships to further 
organizations to reach uninelined potential | community problem solving 
adult audiences | | 


Identify needs/interests among adult audiences | Identify shared vision for the community 
Gather evidence that audience development | Gather data and indicators to express the 


efforts result in less reliance on traditional “health” of the community and to track 
donors and improved environment for the progress of the Convenor initiatives 

arts | | 
Nurture uninclined audiences by assisting | Nurture emerging nontraditional leaders and | 
understanding of the relevance of art in their | citizens’ engagement in community | 
daily lives improvement activities | 
Assist community members in identifying Design a cross-sector community- - 
issues and expressing them creatively through | improvement process that addresses priority 
establishing artist residencies in | issues identified by the community, <——. 
neighborhoods l Lh 


*These goals will not be addressed during the planning process. 


Planning Process 
The planning process will culminate in a contract with a resident artist who will be selected 


because his or her performance responds to the needs and interests of uninclined adult audiences 


and to the identified priorities and issues of the larger community, 


After the October community meeting, at which the Convenor will present data (including 
Crescent’s interactive presentation), collect visions for the future, and assist community 
members in identifying common priorities and critical issues, the Conyenor’s design and 
indicator teams will analyze the issues and priorities to determine what data should be 
systematically collected and reported to gauge progress toward improvement on critical issues 
and will design a process for improvement that crosses sectors and systems in the community. 


Crescent Theatre will join in the post-meeting planning to add and share the perspective of the 
arts, and will develop, in conjunction with the Convenor, an audience-engagement effort that 

complements the community-improvement proces 
issues in the community. For instance, if the community indicates a need for improved 


relationships between ethnicities, the Conyenor will take a cross-sector approach to the problem 


(one in which the arts will be represented by Crescent Theatre), while Crescent Theatre would 
likely establish an artist residency program that would work with diverse populations in their 


neighborhoods to develop cultural presentations for mutual sharing. 


The grantwiter ists no obje: 
tives, nor is it clear what the 
fgrantmaker is being asked to 


and that responds to identified priorities and 


This audience is they familar 
with APAP, but the gantwiter 
‘haul have spells it out on rst 
relerenoe. 


The plan's naratve timeline is 
rater dificult to follow. A chart, 
In ation tothe marae would 
have aided the gant eewes. 
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Representatives from Crescent Theatre and the Convenor will meet at least biweekly to assist 
each other in planning and in establishing objectives for the artist residency program. In January 


all partners in the planning process will have access to the Arts Council’s Arts Market 
Consulting Inc, comprehensive community cultural assessment, which is anticipated to inform 
further planning and help identify focus group participants. Also in January, the Crescent Theatre 
director will attend the APAP Showease to identify up to three potential artists for residency. 
These artists will be invite to present to the entire planning team in early 2006, 


Focus groups facilitated by the Convenor will also be called on to address issues raised in the 
Arts Council’s report, identify and clarify their needs and interests about the arts, and interact 
with visiting artists if schedules permit. 


By March, the planning team will identify an artist for a residency that responds to the needs and 
interests of uninclined adult audiences and the identified priorities of the larger community. He 
or she will be asked to return at least twice to Green River to join in the planning process. 


‘he examples help the reader 
Understand the rather complex 
reatlonship between the arts 
and community improvement 
ganizations, 


Partners 

The partners in the audience development process are members of the Convenor design team 
named above and staff of Crescent Theatre. The Convenor also includes a communications team, 
an indicator team, a data team, and convening team, and an advisory committee, which, between 
them, consist of nearly 150 local business, civic, and educational leaders. Some of these 
individuals will likely participate in planning the audience-engagement effort from their areas of 
expertise and interest. For instance, the communications team can be called on to aid Crescent 
Theatre in generating interest in and publicity for the residency program; the indicator team will 
establish measures of the effectiveness of the residency program. 


funders ho fos gantnaking in 
the as hae a secon on ais 
thats nt ound in more geal 
‘gn appton eatin. 


Planned outcomes should have 


been set forth cleary in the 
planing process section of the 
grant, 


The planning partnership is entirely collaborative. The Convenor will benefit by Crescent 
Theatre’s efforts to use the arts to engage community members in the larger community 
improvement process. Crescent Theatre will benefit from the Convenor’s map of the 
community's issues, priorities, and vision. In addition, Crescent Theatre and the audience- 
engagement process will benefit from a professional, continuous evaluation and documentation 
process that allows all participants and leaders to learn from the process as it unfolds and to 
revise plans quickly should the need arise. 


Artistry 

Crescent Theatre has not yet selected an artist or discipline for the audience-development 
project; rather, selection will be a part of the planning process. The artist will be selected based 
on his or her experience in working with small community groups and diverse audiences. 
Special consideration will be given for artists that have previously worked on audience- 
development projects so that all the partners can continue to learn as the process unfolds. 


Crescent Theatre will contract with the artist and be responsible for successful outcomes. The 


Convenor will assist this process by identifying and framing objectives for the audience- 
engagement effort, facilitating focus groups of uninclined adult audience members, and 
continuing a learning history documentation project throughout the residency. ‘The artist will 
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assist in framing the objectives and, in planning with Crescent Theatre, the sites and 
programming for the residency. 


Organizational Capacity 
Afier the large community engagement meeting in October, the partners will meet biweekly to 
plan an artist residency that responds to identified priority issues and that furthers both Crescent 
‘Theatre’s and the Convenor’s goals. Meeting discussions will be documented as part of the 
learning history. 


Meetings will include various members of The Convenor’s design team and one or two members 
of Crescent Theatre staff (the director and the audience-engagement specialist to be hired in 
October 2005 under a three-year grant from the Family Foundation). When the artist is selected 
and available, he or she will be asked to join one or to meetings to continue planning the 
residency. « 


Cleary, the grant RFP or 
‘uietine focus on planning for 
an artist In residence projet. 
This proposal would not be 
2 strong response to an RFP 
seeking to fund the actual artist 


This effort will be the first project for the audience-engagement specialist and will require his or 
her focus between meetings of the planning group. He or she will be hired based on arts and 
community development experience and understanding or desire to learn about the process for 
engaging uninclined adult audiences 


‘The adult audience-engagement process is still new to this community; however, the Arts 
Council is currently working on a comprehensive community cultural assessment with Arts 
Consulting, Inc. This report will assess the perceptions, attendance patterns, and influence of 
venues among regular, infrequent, and nonattendees and will be completed by January 2006. 
The planning team will cooperate and assist this effort and believes that the final report will 
inform the planning proce: 


Documentation and Evaluation 
The evaluation of this project will be completed in two levels. Level one measures progress on 
the specific goals of the audience-engagement process. Level two focuses on using the 
components of “Learning History” to document and strengthen the broad areas of community 
and organizational learning. t 


in residence because neither 
that petson nora erica! staff 
‘member, the audlence-engage- 
‘ment specialist, have yet been 
identified. 


Thee shite comment on the 
capacity of the collaborating 
organization to full its roles 
in this project. The gantwter 
has assumed that because this 
's a local funder, it would be 
familiar with all the organiza- 
tions mentioned, n daing so, 


and ensure the success of the subsequent artist residency. <——— he or she has lost the oppar- 


tunity to market the ditnctiee 
(qualities of the collaborating 
organizations. 


| leaming history isa specific 


Level 1: Evaluation of Audience-Engagement Strategy 
Using both quantitative and qualitative methods, Crescent Theatre and the Convenor will collect 
data to answer the following questions: 


typeof evaluation used by org 
nizations that are attempting a 
new effort in which leaning is 
‘equaly, if nat more, important 
than outcomes 


© Were we able to identify uninclined adult audiences? 

«Have we identified the needs and interests of the uninclined audiences? 

* Does the planned artist residency respond to priority issues identified by the community and 
the identified needs of the uninclined audience: 


* Have unanticipated partners joined the planning effort? What has been their contribution? 
¢ Were the benefits derived from the October arts presentation balanced for the Convenor and 
Crescent Theatre? 


The statement “using both 
qualitative and quantitative 
methods” is very vague about 
the evaluation methodology. 
However, the questions that 
follow form a framework for 
developing the methodology 
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Level 2: Using Learning Histories to Document the Planning Process 

A second evaluation measure, which will be particularly useful for honing and improving both 
the community improvement and audience-engagement efforts and for sharing with other 
communities that wish to learn from our experiences, will be Learning Histories, Staff of the 


Convenor will join with others to document the effects of project activities, ask critical questions 
about the learning as it occurs, determine the implications of the learning on future project 
direction, and empower all participants to take action based on new learning. 


As part of the Learning History evaluation, Convenor staff will gather data from several different 
sources including documents such as white papers, proposals, meeting minutes, assessments and 
surveys, interviews, and other records. Individually and with other participants, they will record 
their own and the groups’ reflections and responses to data and events. Finally, staff will 
organize, synthesize, and chart the data and reflections for use in "Interactive Learning 
Sessions,” which involve planning participants in interpreting and validating the data and finding 
points of agreement for improvements to the planning and implementation processes. 


Data gathering and organization into the Convenor’s Learning History will be ongoing and 
continuous throughout the planning and implementation of the audience-engagement process. 
Interactive Learning Sessions will be held at the end of the planning process and will culminate 
in a synthesized report of the process’s history and blueprints for future activities. 


Medical Service Organizations 
Hospitals, clinics, health departments, and a number of health-care and health-related programs all require 
funding to purchase expensive equipment, to perform research, to operate programs for the under- and unin- 


sured, and to deploy special initiatives focused on specific health concerns. 


Strategies 

Grantwriting for the medical community can be highly specialized, especially when the writer needs to become 
an expert in the science of medicine in order to write a response to an RFP. Medical programs receive fund- 
ing from local foundations and from the government. A few large, national foundations fund demonstration 


projects in various communities that are focused on major national health concerns such as smoking, lead paint 


hazards, asthma, HIV/AIDS, and many others. 


In the following sample, the grantseekers met with the trustees of this non-staffed founda 


n prior to sub- 
mitting. In the meeting, the grantseekers learned more about the grantmaker's interests and highlighted those 


findings in the grantseeking letter. 
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Sample: Medical Service Grant Proposal 


September 15, 2012 
This is en acceptable form of 
adress because ofthe witers 
personal relationship withthe 
funder 

The Robert and Virginia Wealthy Foundation 
700 Bank Building 


Any Street i 


Anytown, USA 
The letter reminds the funder 


Dear Rob and Virginia, a ee Gs 


‘Thank you for this opportunity to write on behalf of the Kyleton County Pediatric Asthma 
Network (PAN), a consortium of individuals from area healthcare institutions and related 
agencies (including Green River Children’s Hospital and Major Health, the American Lung 
Association of State, Catholic Health Services, and the Green River Public Schools), who, since 
2002, have collaborated to improve pediatric asthma management among children from low- 
income families. With pilot funding from 2002 to 2004, PAN provided education for more than 
4,000 physicians, nurses, school personnel, parents, and others who care for children with 
asthma, and intensively case managed fifty children from low-income families. 


Some of our findings in the pilot were startling. On the broader, national view, we learned that 
prevalence of pediatric asthma is increasing—a 56 percent rise in cases between 1988 and 1997. 
Costs are escalating as asthma is the most frequent reason for chronic-illness hospitalization 
among children and teens and costs the U.S. more than $712 million annually or $1.3 billion 
when costs include parents’ missed work days, outpatient visits, and medication. Asthma 
disproportionately affects minorities: minority individuals are 22 percent more likely to have 


asthma than whites and, worse, African American children are three times more likely to die | The fist paragraph of the lter 

asthma:réls ‘comesponds to the fist section 

from asthma-related illness. + a anise Glas 
need for sence. 


Locally, The Green River Children’s Hospital—one of four area hospitals that admit children- 
admitted 404 children with asthma in 2002, More than 50 percent of these children received 
Medicaid assistance with the average $3,161 per child cost of care; nearly 30 percent of those for 
whom ethnicity data were available were minority children. 


On a very personal level, our case management workers have encountered families where, 
despite cleanliness, asthma education, and motivation, low income prevents some of the most 
basic safeguards against asthma in the home, such as new bedding, mattress covers, and 


Kyleton County Pediatrie Asthma Network, with its mission "to improve the lives of all infants, 
children, and adolescents with asthma by providing educational and professional expertise,” can 
make a profound difference for these children, improving not only the quality of their lives, but 

the quantity. 


To do so, we need your help to expand comprehensive case management services, develop and 
provide certification standards for educators and healthcare professionals, build community 


This statement provides brief 
statement of goals forthe grant, 


This statement provides a 
baseline so the organization 
an measure progres toward 
its ne objcive 
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treatment of pediatric asthma. 


Our first step is to stabilize and strengthen PAN to enable it to reach more and younger children 
with asthma. For approximately $200,000 per year over the next three years, we can reach 7 
percent of Kyleton County's low-income children (we currently reach approximately 2 percent) 
with pediatric asthma prevention education and care: we can reach more deeply into the 


‘The paragraph defines, albeit 
briefly, the objectives of the 
proposed project. 


population and begin providing services to very young children where we now are imited To 
providing services only to school-age children and their families. We can broaden our outreach 
beyond the city of Green River and its school district to meet the asthma-management needs of 
low-income children and the educational needs of providers and caretakers throughout the 


Thave attached a budget for the next three years, which reflects findings from a recent long- 
range strategic plan for the organization and for the treatment and management of pediatri 
asthma in Kyleton County. If Lean provide additional information, please don’t hesitate to ask. 


Thank you again for considering this request, I look forward to hearing from you. 


Sincerely, 


Nelson Jones, M.D. 
Board Member, Kyleton County Pediatric Asthma Network 


Educational Institutions 


Educational institutions include public and private K-12 school districts, intermediate school districts (ISDs), 


colleges and univers 


» When 


ss, charter schools, and special educational programs and institutions. (No\ 


examining eligibility, both school districts and ISDs are defined by government funders as Local Educational 


Associations or LEAs.) 


Strategies 


State and federal governments make grants to schools, though the amount and the programs can change dra- 
matically with government administrations. Some states offer formula grants, meaning that they expend money 


based on enrollment, level of poverty, etc. to all districts in the state, Formula grants do not require an applica- 


tion bur are listed in grant opportunities on state websites. To be considered for nonformula, competi 


districts must submit a proposal. 
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Many foundations are reluctant to fund public schools because they see that as the role of government and 


taxpayers. Educational organizations need to be highly strategic to approach foundations. 


Sample: Education Grant Proposal 


The first paragraph sets the 
stage and intoduces the loca 


4, NEEDS AND EXPECTED BENEFITS tion ofthe project. 


Taylor City is located in the Great Taylor Region, which has a population of approximately 
75,000 and a median family income of approximately $27,000. The population is predominately 
white. Native Americans account for .09 percent of the population; Hispanic, .08; Asian, .05; 
African American, .04, and other minority, 01. In 2002-03, the Taylor City and Lennon public 
schools enrolled 11,031 students; another 1,667 students attended one of five parochial or private 
schools. One charter school (Taylor Community School) enrolled 201 students. 


Charter soos ate a movement 
There is little choice for parents concerned about quality educatioh and alternatives to the public | ty some tw push publi sehos 
schools that are not based on religion. In addition, there has been|ittle motivation for the local oe i ya ae 
public schools to adopt competitive practices and improvement stfategies. Smart Scholars, Inc., 


therefore, proposes to establish The Great Taylor Public School Academy, which will be plannec 
over the coming year and opened in the fall of 2005 with a projected enrollment of four hundred 
Kindergarten through 6th graders. Each year thereafter, the Academy will add one grade level 
until it reaches 12th grade, 


The Academy expects to be chartered prior to June 1, 2005, by authorizing agent, North State 
University, and requests support for a twelve-month planning period to commence in July 2004 
and be completed by August 2005. 


The primary benefits to families of the Grand Taylor Academy will be student learning, parent 
involvement, real work opportunity in early elementary, parent satisfaction, and student 
enjoyment of school. 


The lit indicts the ny that 

‘The purposes and practices of the Great Taylor Academy will be as follows: sat sl wl fer 

* Provide educational choice for parents and students; 

© Follow the principles of customer satisfaction; 

* Ensure a school in which students and parents feel connected and success is proven and 
continuously communicated; 

* Offer teacher training at the undergraduate and graduate levels; 

* Offer leadership training for school principals: 

® Serve as a Midwest site for the Wilson Glass Institute and the Quality School Specialist 
program; 

* Provide incentives for staff to meet performance and content benchmarks; 

* Teach, model, and assess character education; 

* Design and implement a mastery learning curriculum with advancement based on student 
performance; 

© Use developmentally appropriate practices, including Integrated Visual Learning (IVL) and 

Brain Gym; 

Provide real-life learning opportunities in school; 

Multiage grouping with team teaching (thirty students to two teachers); 

Teachers and students stay together for three years; 

Focus on reading, writing, speaking, mathematics, technology, and problem solving; 

Calendar designed to maximize learning; and 


‘One of the bares to charter 
school enrollment isthe neces 
sity for parents to drive their 
children to schoo rather than 
se school buses. 


—> a complex series of errands to run, Other amenities that may be established during the planning 


The school wil be designed to 
appeal to parents as well as 
theireilren, 
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* Numerous involvement opportunities for parents, including but not limited to a seat on the 
board, input on practices and policies, classroom volunteerism, and participation in teacher 
training. 


5. PROPOSED ACTIVITIES, OBJECTIVES AND TIMELINE 


Planning will begin in July 2004 when the principal moves to the Great Taylor region and begins 
establishing relationships with other educational professionals, parents, business leaders, and 
other community members. These relationships are at the core of the Quality School philosophy 
and many of the planned activities for the school, which will likely include a drive-up coffee 
shop for parents who drop their children off in the morning and contracted relationships with 
area businesses that provide dry cleaning pick-up, meals to go, and other amenities that ensure, 
first that parents are not inconvenienced by driving their children to school each morning and 
evening, and second that families have more quality time together after school since they haven't 


period include a small student-staffed convenience store with grocery staples such as bread and 
milk, and contracted individual activities such as music lessons, karate, gymnastics, or other 
activities that parents want their children to participate in, but require additional driving and time 
away from the family. With these alternatives in place, children may stay after school until 5:00 
p.m, for enrichment activities or work in the stores and be picked up at a time more convenient 
for parents’ work schedules. 


Since the timeline is witen 
into the narrative, the wir has 
underscored dates to help the 
reader navigate, 


Traditional education shies 
‘nay from character education, 
leaving to parents. tis neces 
sary to have parent involvement 
inthe design of this component. 


> Beginning July 1, the principal will seek a site, design, and contractor for the school building, 
which will be designed to support learning and be flexible for future growth. Also in July, the 
principal will begin recruiting clerical support staff to assist in the planning and to work at the 
school when it opens. 


‘Throughout the planning period and with assistance from the board of directors and the advisory 
panel, the principal will finalize the curriculum, based on the State framework, which will have a 
comprehensive focus on useful learning. All student-run businesses within the school will be 
tied to the curriculum objectives. The panel, board, and principal will establish assessment 
criteria, which will include opportunities for each individual student to perform learning 
demonstrations for teachers and parents to certify his or her comprehension of learning content, 
The principal will also develop and write a plan for building relationships that encourage parent 
involvement, which will be shared with all staff for implementation. 


By January 2005, the principal will have developed and launched a public relations campaign to 
inform community members about their new educational choice, Student recruitment will begin 
in January and continue throughout the spring and summer with a lottery to ensure fair and 
equitable access slated for April 2005. Once students are enrolled, the Academy will convene a 
group of parents to define and select traits to be modeled and taught through character education, 
‘The Academy will then purchase materials and develop training necessary to further parents’ 
character education goals. 


In March and April 2005, the principal, board of directors, and advisory panel will begin 
recruiting teaching staff according to established criteria, including but not limited to: state 
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certification, interest in the quality school philosophy, and ownership for student performance 
regardless of ability. Teacher training in Brain Gym, Integrated Visual Learning, Quality 
School, and the curriculum will be scheduled on various days throughout June and August 2005. 
Because the Great Taylor region is a recreational and tourist attraction, school will begin shortly 
after Labor Day 2005. 


6. EVALUATION 


The planning period will be evaluated and judged successful according to the following criteria: 

© School will open with an enrollment of at least 350 in the fall of 2005. 

© All student applicants will have participated in a lottery to ensure equitable access to the 
school. 

© Teachers will be competent in Quality School principles, IVL, Brain Gym, brain-based 
research related teaching strategies, and all curricular subjects. 

© Relationships with parents, community, and public schools will be established, positive, and 
continually nurtured under an organized plan for developing relationships and parental 
involvement. 

© Curriculum will be based on the State framework; assessment and reporting procedures will 
be documented and ready to implement. 


This riteria a 


nswers- the 


In addition, the school program itself will be evaluated after its first year according to the | state's need for data on 


following criteria, and additional criteria that arises from the planning period: <———| ster perinmance 


Student performance on SEAP reading, math, writing and science tests (Spring 2007) 
* Exit demonstrations by students to evidence reading, writing, speaking, and problem-solving 
competency 


© Student attendance figures 
© Parent involvement statistics (attendance at conferences; volunteerism) ‘See chapter T for guidance in 
© Parent surveys | wing the sta qualiications 
ac ‘Student surveys portion ofa grant propose 
© Continued enrollment 
Tough there isan assurance 
7. STAFF QUALIFICATIONS < er ee 
about policies that protect 
8. EQUITABLE ACCESS < walt. 


‘The Great Taylor Academy will be an equal opportunity employer, which plans to hire all staff 
(teaching, support, and administration) based on their qualifications and agreement with school 
policy, regardless of their ethnicity, color, sexual orientation, gender, age, disability, or other 
discrimination. 


Although every effort will be made to mirror the ethnic composition of the community, students 
will be selected for the school by lottery. All students will have an equal opportunity to submit 
their names for lottery, regardless of their educational ability/disability, ethnicity, color, gender, 


or physical disability. < 


The community is 
cally diverse, so 


nificant impact on 


| 0, 


not ethni- 
he lottery 


sjstem should have no sige 


the etic 


‘composition of the student 
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The Academy will accept all students as selected by lottery regardless of their ability to pay for 
amenities or after-school activities and will endeavor to provide assistance to families in need. 


All learning activities will be geared to the individual student, Those requiring additional 
assistance in any subject matter, or those with diagnosed learning disabilities, will receive 
assistance to remediate indicated problems and achieve their greatest learning potential. 


Te ganseter cine tat 
rod stteponstn iekeg | __ SERVICE FOR 


choice, ar already education 
aly desde Research supports ind concept that students in schools that do not adopt quality school practices 


CATIONALLY DISADVANTAGED STUDENTS 


are educationally disallvantaged. ‘The Great Taylor Academy will, therefore, establish its school 
based on best practices and research indicators for quality education, including ensuring small 
class size, which has been demonstrated to support learning, particularly in cases of children who 
come from low-income families. Another demonstrated quality practice is keeping children with 
the same teacher for three years, which is also planned for the Academy 


Each child will be individually assessed at the time of lottery selection, Educationally 
disadvantaged children will have an equal opportunity to be selected in the lottery, Staff will 
develop an individual learning plan for each child and continuously assess and monitor progress 


Tie wae RETA), and communicate with parents or guardians. 
mato ashing the espondent 


‘eds eat ehods $$$} 
and families wil work together 


to educate students. 10. ©COLLEGIAL INVOLVEMENT 


Quality schools are based on strong relationships that link administrators, teachers, support staff, 
students, families, and communities in symbiotic support centered on the child and his or her 
learning. Brain-based research and effective schools research support the idea that children, 
youth, and adults learn best in a relationship that is free from fear. Therefore, the Academy will 
focus on building and nurturing positive relationships—from greeting children and families each 
morning at the front door, to providing coffee and conveniences to parents, to communicating 
regularly with family members, to ensuring after-school activities and guidance. 


All staff and board meetings will be conducted in the same manner as the educational programs, 
Individuals will be greeted, acknowledged, and welcomed at all meetings. Staff will be afforded 
collaborative paid planning time and be encouraged to engage in a wide variety of social 
activities with and without their students. 


Parents will have input and involyement in the development of the character education 
curriculum and in the development of many school policies. They will be invited to participate 
in learning demonstrations rather than tests, which are culminating events following segments of 
learning. The school will host numerous family events including but not limited to picnics, game 
nights, multicultural events, music presentations, plays, and festivals, as well as learning 
demonstrations. 
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At parents’ request, the school will establish contracts with area instructors and offer such after- 
school enrichment activities as karate, music lessons, voice lessons, gymnastics, or others. 


Students will run an in-school coffee house with a drive-up window for parents dropping off 
their students in the morning. In addition, other possible in-school real-life facilities and 
services, such as a convenience store, dry cleaning pick up, meal pick up, or other family 
amenities will not only reduce the need for families to run errands after picking up their children, 


but will also support relevant learning experiences for children. Parents will be sent monthly ‘One of the philosophies of 
bills for after-school activities and other amenities, further reducing the need for errands such as | the schoo! principal is that 


homework erodes fey time 
Fanning tothe bank and can sometimes reduce the 


dua fay tine ee 
ates argument. Her school, 
11. QUALITY ASSURANCE Dah Cauhnes tae 
a) Current plans and ideas will be more fully explored during the planning process, However, | poste 


the Academy will base its curriculum on the State framework for language arts, mathematics 
and science. As a part of the planning, the principal and Advisory Panel will develop and 
write content and performance standards and assessment criteria that correlate with the State 
core curriculum. 


b) LL, a nationally recognized expert on research-based instructional design, is on the Advisory 
Panel to ensure that all instruction is built on sound research and best practices. 


c) The Academy will be an alternative to the public and parochial schools currently available in 
the Great Taylor region. All Academy professional development courses will be available to 
public and parochial teachers and administrators. Children in the public schools may attend a 
fee-based summer school at the Academy and, once relationships are established with the 
schools, students in other schools will be afforded an opportunity to receive Integrated Visual 
Learning Therapy, which will only be available at the Academy. 


d) The Academy will begin demonstrating effectiveness by scores on the SEAP in the spring of 


2007 as well as through performance demonstrations, culminations of learning activities that] ty gantwiter should indicate 


will be open to parents and community members. tow the school wl get 8 

buldng-do thy have mony 
ec 3 ¥ to purchase or constct? I 
€) Though it does not yet have a site or building, the Academy has a web page eae tonite 


(www.TaylorAcademy.com) and an 800 number with voice mail. The principal and fom? 
Advisory Panel hold a goal for providing a high level of access to technology and computer- 


aided instruction for all students, but this awaits further planning to determine best selection 
and use of funding, All teachers will have access to technology and communications devices 
and will receive training in their use. 


f) Asa renowned expert in Continuous Quality Improvement for schools, LL will assist in the 
development of a continuous improvement plan for the Academy and provide for parent 
input on policies, procedures, and offerings. Parents and students will be surveyed regularly 
about the Academy, and their feedback will be incorporated into continuous improvement 
plans. 
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founded ta follow a spectic 


svantmaker, therefor, wants to 


approach to education. The eee ares a 
now which school of thought 


the charter wil follow 


12. EDUCATIONAL MODEL AND REPLICATION 


This number indicates a state 
cost-cente code. 


In developing the school and curriculum, the Advisory Panel and principal will use two schools 
as resources: Jones Elementary, which was cited by NEA Today as possibly the best elementary 
school in the nation and has been the subject of four videotapes, two books, and several journal 
articles; and Smith Developmental Academy, a successful charter school that integrates several 
established models and programs of developmental education. 


Both models have demonstrated parent satisfaction as evidenced by waiting lists for student 
applications, Both have practiced Integrated Visual Learning and have implemented the Glass 
model school principles, such as brain-based research learning activities, choice theory, and 
continuous improvement for quality. 


A part of the assessment process will include a plan, developed with LL, for continuous quality 
improvement. The principal and all members of the Advisory Panel have authored several books 
each on their respective areas of expertise and will document the establishment of the Great 
Taylor Academy for replication in other communities. 


13. BUDGET NARRATIVE 
F110 Instruction - Basic Programs 
$9,680 is requested to purchase staff training in Quality Schools, a four-day course that will be 
provided to twenty-two teachers in August 2005 at a cost of $440 per teacher. $5,000 is 
requested for curriculum training, also to begin in August 2005, for twenty-two teachers, The 
Academy requests $6,600 to train twenty-two teachers in Brain Gym at a cost of $330 per 
teacher for the five-day workshop. 


struction - Added Needs 

fequested to purchase curriculum materials such as Literacy readers, mathematics 
manipulation tools, and science materials. All materials will be used in training and in the 
classroom. 


240 School Administration 
$40,000 is requested as follows: 
= $30,000 toward the principal’s first-year salary to enable planning, relationship 
building, school design and construction, and curriculum and assessment 
development. 
~ $10,000 toward first-year salary for one clerical support staff to assist the 
principal in planning activities. 


250 Business Services 
$19,400 is requested to purchase advertising and to recruit staff and students as 
follows: 

- $5,400 billboard space at $900 per month for six months 
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~ $3,000 local newspaper and Taylor Magazine advertisements targeted to parents 
and students at $500 per month for six months 

- $5,000 for teacher recruitment and reference checks 

= $6,000 for mailers and postcards for direct mail campaign to inform public about 
educational choice offered at the Academy 


280 Central Support Services 
$4,000 is requested for telephone fees, including voicemail charges and long-distance 
conferences between Advisory Panel members. 


Technology Organizations 
‘Technology organizations focus on providing equitable access to equipment and training in a community, or 


“closing the digital divide.” They include media centers, Internet providers, computer services, and others. 


Strategies 
During the Clinton administration, federal and state grants were available for efforts to improve access to 
technology in rural and central urban areas because, historically, for-profit providers had supplied infrastructure 


such as Internet cabling first (and sometimes only) in areas that would produce revenues and profits for the 


company. These grant opportunities were phased out as the need abated. 
Without specific technology grants, organizations that are not technology providers and that need comput- 


ers and other high-tech equipment often must include funds for such purchases as part of a project grant 


request and indicate the necessity of the purchase to achieving the project objectives. Technology organizations 


often collaborate with other nonprofit organizations, enhancing their efforts and sharing responsibi 


creative programs. 
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Sample: Technology Grant Proposal 


statement section, the gran 
seeker indicates the need for 
thoosing this approach 


Though there is no problem 


1. Approach 
a. Goals and Objectives 

Green River, Midwest has a population of approximately 198,000; 120,000 of those residents 
are registered voters. On November 7, 2000, national election day, the City of Green River 
Clerk's office received 7,783 calls on the main line alone—three times the call volume of an 
average month (2,756). Nearly all of the calls asked one or both of two questions: Am I 
registered? and/or Where do I go to vote? Calls from voters to the Clerk's office overburdened 
the lines to the extent that poll workers could not get through. Individuals who dropped in to 


This sentence states the 
numberof progam 
patcipants, 


their nearest precinct with questions about their registration and voting site often left without the 
necessary information, and many were unable to cast their votes. 

The City Media Center (CMC) has the technology, expertise, experience with the target 
population, and community partners to address this difficult issue for the Clerk's office and 


= 


acronym onthe fst reference 


This is a measurable outcome, 


This statement explains the 


> that of 2000. 


citizens, and simultaneously to engage quilified college students in the electoral process. 

CMC plans to recruit ninety college students from six area colleges and universities, equip 
them with laptops programmed with the Statewide Voter Registration list or "Qualified Voter 
Files (QVF)” and mapping software, and deploy them to work in Green River's seventy-seven 
voting sites. CMC will produce and air Public Service Announcements in the weeks prior to the 
election to ensure that voters know that they can go to the nearest precinct if they have questions 
on Election Day. 

The students, who will participate in a training program in October, will not duplicate the 
work of poll workers, but will assist them by looking up registrations and ensuring that each 
voter has come to the correct polling place. For those who are registered in a different precinct, 
the college workers will look up electronic maps to that precinct and advise the voter where he or 
she is to go, 

Seventy-seven college students will work the polls, though CMC will recruit ninety to ensure 
coverage, despite illness or emergency, at each of the seventy-seven polling sites for the one 
hundred precincts in the City. The college students will interact throughout the day with veteran 
poll workers in the city and with high-school students who are recruited annually to work in each 
precinct as part of a community-service project. 

CMC holds two overarching goals for the Help America Vote College Project, each of which 
will be achieved by its measurable objectives and will result in a measurable outcome: 


Goal 1. Assist voters in identifying the appropriate precinct in which to vote by providing on- 
site, immediate responses to questions about registration and voting. 
Objective 1.a.: Program seventy-seven laptop computers with Qualified Voter Files 
(QVF) and electronic maps and directions for all precincts. 
Objective 1.b.: Train ninety college students to use computers and software and to work 
as poll assistants, 


Planned Outcome 1: Reduce call volume to City Clerk's office by at least 25 percent less than 


Goal 2. Engage college students in the electoral process by putting them “in the thick of things” 
on Election Day. 
Objective 2.a.: Contact one or two professors at each of six area colleges/universities and 
request assistance in recruiting students as poll assistants. 
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Objective 2.b.: Recruit ninety college-student poll assistants and pair them with veteran 
poll worker to promote discussion of experience and enthusiasm for the work. 
Objective 2.c.: Train students to use the technology, to provide friendly, responsive 
service to citizens on behalf of the City, and on the various responsibilities of poll 


workers. 
Objective 2.d.: Provide college students brief historical perspective about the importance 

of voting and provide take-away fact sheets to share with their peers, There sna way to measure the 
Objective 2.e.: Survey students about their voting behaviors prior to the application foal stated inthe RP (tw engage 


: follege age students inthe 
process; survey them about their experience the day after elections; survey students about | femmeratt proces) wih the 
their voting behaviors one year after their service at the polls. timer of the gant (October 
‘through November 2004), other 

5 P : ae than todo a lnglunal study 
Planned Outcome 2: Students will report greater interest in election process and issues, and hi pecensen ang Aes 
increased voting in subsequent elections. Ht might hae been a mistake, 
however, to plan an evaluation 

tha el cutie the gant eto, 


b. Innovation thee would not be aay for 
The City Media Center is an umbrella for four affiliates: CityTV cable television (public ‘the grantmaker to hold the 
access), City radio, GREAT Internet service provision and computer consulting for nonprofit atte secon ere 


s RET Internet serv con romp ing the projet The granitr 
organizations, and Institute for Information Democracy (IID), a media literacy organization. shoud hve assumed tha, en 


Green River CMC was the first and remains one of only a few full-service community-based and | tenting tinetane, “engage 
‘owned telecommunications centers in the nation, eee mais ee 

Within, CMC has computer expertise (GREAT), numerous projects involving a network of 
young adults (CityTV’s Youth Channel and Future Kulture, and I1D’s media literacy projects), a 
well-publicized position that "information is the currency of democracy” (IID), and the means to 
develop and air multimedia public service announcements in a timely manner (City radio, 
CityTV, GREAT websites). It also has a long history of providing information for the 
electorate, including its Annual Teledemocracy Project, taken at the request of the League of 
Women Voters, which analyzes media coverage of candidates and issues, hosts candidate 
forums, and provides a website with information on the records and stands of all candidates in 
local, state, and national elections. 

Each of the CMC affiliates has numerous programs that bring staff in contact with diverse 
community members—homeless individuals, nonprofit and civic leaders, children, teens, and 
seniors. From these relationships, CMC has built partnerships with every sector in the City: 
government, health care, education, human services, housing, and more. This proposed project 
furthers partnerships with six area colleges/universities, including Green Valley State University, 
Private College, Catholic College, Christian College, Green River Community College, and 
Business College, and assists CMC’s long-time partner and first supporter, the City of Green 
River. 

College professors will recruit students from their own and from peers” classrooms. For 
instance, the Mayor of Green River teaches at Catholic College and has been called on to recruit 
current and past students to the project; Green Valley State University professors have agreed to 
recruit students from several of its many schools of study, Students will complete online 
applications developed by GREAT in cooperation with the City Clerk’s office. These 
applications will contain questions similar to those asked of poll workers, with three notable 
exceptions. First, students will be asked if they are fluent in another language. This information 
will be used to deploy students with foreign language skills to work in precincts with the highest | twit nimpotant ne 
number of new, non- or limited-English speaking citizens, <———— | 2 pt billngal pol wore in 


precincts where many people 
‘are not ent in English, 


This ensures equitable access 
by students. 


‘hiss alo called 
“outputs.” 


L4 


}— ¢. Products 
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Second, students will not be asked their party affiliation. This question is|necessary for other 
poll workers to ensure that each precinct has, to the extent possible, equal nuihbers of Democrat 
and Republican poll workers to assist voters or to coreview damaged ballots, [The students will 
not be involved with this official work, so will not be asked to declare their parties. 

Third and finally, students will be asked on their application about past voting records. ‘This 
information will not be used to select college workers but as a baseline against which CMC and 
Green Valley State University’s Community Research Institute can later measure changes in 
their voting behavior and interest in the election process. 

The State has just completed interactive electronic State Registered Voter Files and has 
prepared CDs that CMC will copy and provide with laptop computers for each college poll 
worker. The student poll workers will type the name of the registered voter into the software. 
The computer will locate the name, and indicate current voter registration status as well as the 
precinct and polling site for voting. If the potential voter is at the wrong polling site, the laptops 
will be equipped to provide maps and driving instructions for traveling from one precinct to 
another. 

Green Valley State University, one of the partners to this effort, holds the "Community 
Research Institute,” which will oversee the longitudinal evaluation of the project and its 
outcomes. Graduate students may assist in the evaluation and reporting only if they have not 
participated as poll workers. 

CMC will provide each student with a t-shirt printed with a City logo and a graphic that 
identifies them as the person who can answer voters’ questions about polling sites. Further it 
plans to add approximately fifteen minutes of information to the technology and poll worker 
iraining on the historic importance of voting and will provide each student a fact sheet about 
voting to share with their college peers. 

One final innovation is effective and immeasurable. CMC has been a part of a local effort to 
build a “culture of hospitality” to promote tourism and convention business in the City. It will 
make customer service a part of the training curriculum for college students, Additionally, the 
City Clerk will add into its poll worker training some tips for welcoming the student workers to 
the polls. 


CMC will generate the following products from the College Poll-Worker Project 

* Online application, plus at least 150 completed applications from students from 
colleges and universities 

+ Completed day-afier surveys of students rating their experience 

+ Completed longitudinal surveys given one year after Election Day to record changes in 
opinions, attitudes, and yoting behavior and compare with data gathered in the initial 
application 

* Training materials for student poll workers, 


area 


including information on voting and hospitality 


+ Enhanced training materials, including information on working with students, for general 
poll workers 

* Network of professors who are willing and able to recruit students to work in polls 

= Tapes of Public Service Announcements (radio and television); web page PSA 

* Eighty duplicate CD versions of State Registered Voter Files to be housed at the City Clerk's 
office (all information will be stripped from the laptops after Election Day) 
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. Mitigating Factors/Approach Rationale < 


This section ass he respondent to 
identity potential bares to imple 
menting its project and describe 
what it wil do if problems arse. It 
also asks the respondent to provide 
2 rationale for why it selected this 
approach. 


CMC anticipates little difficulty leasing or locating within its organization enough laptop 
computers to accomplish the objectives of the project. The City Clerk’s office will provide 
training materials and will deliver training at the CMC on specified dates. The only difficulty 
CMC staff can foresee is that more students will apply to serve than the project can 
accommodate. If this is the case, the City Clerk and CMC Project Manager will review 
applications to ensure a mix of gender and ethnicity among participants, representation of 
various languages (predominately Spanish and Vietnamese), and a fair share from each college 


based on its enrollment size. 


Although CMC is undertaking this project in large part to assist interested colleges and 
universities and to assist the City Clerk in addressing what was, in the last election, a difficult 
volume of calls, the real value in the project is that it ensures that all those who wish to vote in 
keeping with the CMC's 
mission to “build community through media,” in that it provides technology tools, trainin; 
information for local citizens and fulfills an organizational goal to provide information as “the 


the November 2, 2004 election will be able to do so. This project 


currency of democracy.” 


e. Poll Worker Eligibility 


All poll workers (excluding high school volunteers who are trained by the City Clerk’s office 
and receive fourteen hours of community service credit for their participation) must be over 
eighteen years of age and registered to vote in Kyleton County. All college students accepted to 
the project must meet these requirements. Since the majority of college students enrolled in the 
six colleges are from the county, this is not anticipated to be a barrier to recruiting eligible 


workers. 


f. Key Stakeholder Involvement 


The City Clerk approached CMC about this project and asked that it lead the effort to engage 
young people in the voting process and to reduce call volumes from “lost” voters on election 
day. The Clerk has committed training and training materials, state-level contacts at the 
Secretary of State’s Office and with the person who developed the electronic QVF, and enhanced 
training for veteran poll workers that will include suggestions for ways to welcome and work 


with the students. 


Two area college professors at Catholic College and Green Valley State University have 
been contacted and have pledged their support and efforts to recruit students. CMC is now in the 
process of contacting the remaining four colleges to identify and enlist the aid of professors to 
recruit from their student bodies. Green Valley State University, one of the partners already 
engaged to recruit students, will develop the longitudinal evaluation and submit reports of 


findings to the CMC. 


2, EXPECTED RESULTS OR BENEFITS 
a. Data Collection 


The City Clerk’s office will log calls and call volume on Election Day and provide a 
comparison between calls in the 2000 election and those coming in November 2004. 
stance at the polls, including the questions asked and the 


Students will log all requests for a 


information provided. These logs will be used by the City Clerk’s office to evaluate the need for 


ind 
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bagiogetenyaritialy sites that have exhibited the greatest need. 


denied te funding eet. Students will complete an application for the projdct, which will include a question about 
their voting habits and attitudes, They will be asked th complete a survey regarding their 


experience the day after the November 2, 2004 electidn, and will complete a second survey one 
year later to determine if their attitudes or voting behavior has changed as a result of their 
experiences. In the coming year, college students will have an opportunity to vote in school 
board elections (May 3, 2005), the city primary (August 2, 2005) and the City general elections 
(November 8, 2005). The final online survey (Survey Monkey) will be requested after the 
November 8, 2005 election and be compared with information from the initial application for the 
project collected in October 2004. 

Green Valley State University’s Community Research Institute will develop the evaluation 
surveys, deploy them to Survey Monkey.com, email and mail students reminders to participate in 
the surveys, and report findings from the comparative study by early December 2005. 

The project will be judged successful if it achieves the following outcomes: 

* Reduces Election Day calls to the City Clerk's office by approximately 25 percent as 

compared with the November 2000 Election Day call volume 

= Increases interest in political process and/or voting by at least 50 percent of participating 

student poll workers 


b. Activities and Accomplishments 
Following is a timeline of activities that must be accomplished to achieve the planned 
> outcomes of the project: 


Date Activity ‘Responsibility 
The timeline clearly identifies By 10/1/04 Contact professors at six colleges to ‘CMC project manager 
Magasin tl recruit students 

By 10/1/04 Develop online application for student CMC-GREAT 
poll workers 

By 10/10/04 Recruit at least 150 applicants for student ‘CMC and local colleges 
poll workers 

By 10/12/04 Review applications to ensure eligibility ‘CMC and City Clerk 
and determine language skills 

By 10/15/04 Contract with GVSU to design evaluation CMC and GVSU 
tool for goals Community Research 

Institute 

By 10/15/04 Hold one hour training for 90 student poll ‘CMC and City Clerk 
workers 

By 10/15/04 ‘Add tips for welcoming students to the City Clerk 
polls to general poll worker training 

By 10/20/04 Develop PSAs for radio and television CMC-CITYTV, CITY 
broadcast; develop online announcements at | RADIO, GREAT 
CMC web site 

By 10/25/04 Ensure PSAs airing daily until election CMC-CITYTV and 

CITY RADIO 
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By 10/25/04 Contract for lease of computers CMC project manager 

By 10/25/04 Test CD of QVF for compatibility with all | _ CMC project manager 
computers; duplicate CDs and City Clerk; GREAT 

By 10/30/04 Develop or identify electronic mapping CMC - GREAT 
system and ensure access 

11/2/04 Deploy student poll workers to 77 voting ‘CMC and City Clerk 
sites (100 precincts) throughout Green River 

1172104 Provide technical assistance and trouble CMC 
shooting to student poll workers 

1173/04 Survey students with evaluation tool CMC and GVSU. 

11/3/04 Record call volume at City Clerk's office ‘CMC and City Clerk 
on 11/2/04 

By 11/6/05 Survey students with longitudinal CMC and GVSU 
evaluation tool 

By 12/1/05 All evaluation findings complete CMC and GVSU 

c. Best Practices 


According to the Center for Information and Research on Civic Learning and 
Engagement (CIRCLE) only 42 percent of eligible young voters ages eighteen to twenty-four 
turned out for the last national election (November 7, 2000) compared with 70 percent of those 
older than twenty-five. From 1972 to 2000, the rate of turnout for voting among young adults 
declined 13 percent. Efforts that increase young-adult voter turnout include: 
= Allowing Election Day registration 
"Early voting at convenient locations 
"= Voter registration at state motor vehicle agencies 
= Mailing sample ballots and information about polling places 

Of the above, the State provides only voting registration at the Secretary of State’s office that 
also licenses motor vehicles. 

CIRCLE also found that the very best way to turn out the youth vote is to have other 
youths ask their peers to vote. CMC is therefore committed to providing information about the 
importance of voting and a fact sheet that will make the college poll workers “experts” on voting 
among their peers. In addition, the students will be able to assist their peers by sharing 
information about polling sites and can lead them to websites such as that designed by CMC’s 
Institute for Information Democracy for its Teledemocracy project. This website includes 
nonpartisan, unbiased information on all candidates and issues on every ballot. Young adults 
who are informed are more likely to vote. 

Finally, simply getting the college students to the polls as poll workers is expected to 
engage them in voting and to provide them with “insider” information they can share with 
friends to encourage their voting as well. Interim Director of Youth Vote 2000 said, "Members 
of the younger generation would be the ideal candidates to work as poll inspectors because they 
are enthusiastic, dedicated, and most importantly intelligent.” 


3. BUDGET AND JUSTIFICATION 

a. Budget Justification 

(1) Equipment: CMC will lease eighty laptops for one week to ensure the CDs are compatible 
and to have the computers available at the polling places. A local provider has quoted $125 per 
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computer for the rentals. Three laptops will be used by staff to provide troubleshooting or to 
replace faulty equipment if there are problems during Election Day. CMC is also providing a 
few cell phones for those students who do not have them, The students will be invited to call an 
on-staff troubleshooter and will be provided a list of students who can translate if needed and 
their numbers and locations. 


(2) Supplies: Postage and supplies are required to keep in touch with students throughout the 
project and to notify them of the final evaluation survey. 


(3) Contractual: Payment to college-student poll workers will be reimbursed to the City of 
Green River from the grant. Payment is calculated at $122.50 for each of the ninety students and 
includes time at the polls and training session, CMC will commission GVSU’s Community 
Research Institute to provide the surveys, questions for the initial application, and to submit 
findings in December 2005. This cost is estimated by GVSU at $10,000 total. 
CMC’s project coordinator will commit 120 hours to the project at $50 per hour for a charge 
to the grant of $6,000. Services provided by the affiliates include: 
# $500 to design and deploy the online application for project participation (GREAT) 
= $400 to duplicate the CD of the State Registered Voter File (GREAT) 
= $1,500 to develop training materials on the importance of voting and hospitality to add to 
City curriculum; includes materials and handouts (IID) 
= $4,500 to develop and deploy Public Service Announcements on television, radio, and 
Internet and to write and submit media kits for local media (CITYTV, CITY RADIO, 


GREAT. CMC) 
This question is. frequently * $500 to download information and develop a mapping system for polling sites (GREAT) 
racilet sence anes = $1,200 to provide two troubleshooters in each of three wards. CMC staff will be 

‘most grant contracts encour- available to respond to technical difficulties throughout the day. Cost is calculated at 

eee Oc anes be De $200 for each on-call person. 


separate account fr grat 
fun to ensue tht funds ate 
Spent onthe tes Inte inthe (4) Other: This line item includes purchasing and printing t-shirts and refreshments for training 


arnt bug. ninety students and staff, Both items are estimated. 


(5) Indirect: CMC is mandated by its Board of Directors to charge costs for fiscal management of 
all grants for CMC and its affiliates. This cost is 7.5 percent of the total project costs. 


>. Fiscal Controls 
CMC employs a full time accountant on staff. The accountant uses QuickBooks accounting, 
software to manage an annual budget of approximately $1.5 million. CMC annually manages 
grant funds ranging from $1,000 to $500,000 from local, state and federal sources. Grant funds 
are maintained separately from other income, and charges against grant funds are itemized 
against the appropriate line items. Spending is reported monthly to the CMC Board of Directors; 
grant fund spending is reported as requested by funders. 


CMC is audited annually by HH Auditors as required by the City of Green River and has had 
a balanced budget every year since its inception in 1982. Its audits are published online and 
made available to all interested parties, 
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Social/Human Services Organizations 
Social and human service organizations run the gamut from services for homeless or hungry people to mental 
health counseling services and everything in between. In other words, most nonprofit organizations, in some way 


or another, deliver human services. The nonprofit infrastructure exists primarily to make people's lives berter. 


Strategies 

Federal and state governments have departments of health and human services; however, a grantseeker should 
not limit the investigation of grant opportunities to those coming from those departments, Most grantmakers— 
including many that are public charities themselves—make grants to social/human services organizations that 


otherwise meet their eligibility requirements and goals. 
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Sample: Social/ Human Services Grant Proposal 


> Purpose Statement 
The purpose of the "Tools, Talents, and Treasures” capital project is to significantly enhance the 
capacity of Housing Rehab Services (HRS) to equip low-income homeowners to maintain and 
improve their homes. Achieving this purpose will also have a community-wide benefit by 


us be dies wu) _ Stfengthening our most fragile urban neighborhoods from the inside out through empowering and 
tutine begiming wth a pur | — Uipping the residents themselves. 

pote sateen lowed by an 

introduction. Grant giles i 
and RFPs al hae difeent | Introduction ae s ane eee 
RaRsie eran Housing Rehab Services is a nonprofit organization with almost twenty years’ experience 


assisting low-income Kyleton County families in their efforts to be successful homeowners. 


Many organizations help low-income renters become homeowners, but HRS is unique in its 
mission to help existing low-income homeowners maintain and improve their homes 


Housing Rehab Services’ mission is "Building value and dignity by equipping low-income 
homeowners with critical repairs, low-cost supplies, and quality information while advocating 
for a strong, vibrant community.” Five specific HRS programs work in tangent to fulfill this 
mission: 


© Critical repairs to eliminate threats to health, safety, and affordable utilities, using 
professional HRS staff and qualified volunteers. Since the early 1980s, HRS has performed 


er more than 27,000 such critical repairs, including replacement of six hundred old furnaces and 
Soearegeeer ay installation of more than 1,300 new entry doors and locks. In 2000 alone, HRS staff and 


introducing the. rganizton volunteers provided 1,803 critical home repairs. 
and stay of sng; 
Were @ progam proposal, it 


‘would focus on describing the © Dependable access for people with disabilities. In 2000, Housing Rehab Services built 
ingen Oe Waneice: thirty-three wheelchair ramps and made forty other access modifications for individuals 


referred to HRS by the Center for Independent Living. Since its inception, HRS has built 


more than two hundred wheelchair ramps for low-income homeowners. Many of the ramps 
were designed by HRS staff and built by volunteers from community churches and service 
organizations, such as The Green River Home Builders Association, which is the single 
largest source for HRS volunteers. 


© Affordable material for low-income "do-it-yourselfers.” Since 1997, HRS has sought 
donations of surplus (mismeasured, out-of-date, slightly damaged, or used) building 
materials from area businesses and individuals. Through the HRS Builders’ Warehouse, 
these materials are made available to low-income homeowners for 70-80 percent below retail 
value. For instance, in 2000, HRS received material donations valued at $320,000, which 
were purchased by low-income homeowners at a cost of $88,795. Since 1997, HRS has sold 
surplus material with a total value of $1.9 million. 


* Essential tools to help low-income homeowners make their own home repairs. In 2000, the 
HRS Tool Library made 5,500 tool loans, bringing the total over the years to more than 
55,000 loans. 


* Quality information to equip low-income homeowners with the skills and knowledge needed 
for regular home repair and maintenance. In 2000 alone, HRS provided formal instruction to 
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173 students averaging eight class hours each and has engaged in numerous informal 
instructional conversations. 


‘These programs have combined to assist thousands of families in Kyleton County to survive cold 
winters, regain their safety and security, attain greater access to their homes, and live with toilets, 
sinks, tubs, and windows that simply work properly. Using HRS" "self-help” resources 
(Builders’ Warehouse, Tool Library and Fix-it School) has helped hundreds of talented low- 
income homeowners equip themselves to perform their own home maintenance, which has 
enhanced their self-esteem, increased their self-sufficiency, and made it possible for them to be 
successful, responsible homeowners. 


Housing Rehab Services was founded as a nonprofit charitable organization in 1979. Its annual 


‘he grantwiter summarizes the 
key accomplishments of the 
organization to ilustrate its 
value within the community 


operating budget is approximately $1 million and is provided through government CDBG grants <—j— 


and generous individuals, businesses, churches, and foundations. 


Housing Rehab Services currently functions from two buildings: a 6,500 square-foot building 
purchased in 1979 and renovated in 1995 and a leased warehouse space (13,000 square feet) just 
west of US Highway. The need for HRS’ many services, however, has now outstripped its 
current capacity in these facilities. HRS is, therefore, seeking $2.8 million from its community 
to purchase, add to, equip, and restore the former auto dealership at 2020 Main Street and to 
expand programming and community partnerships. 


This acronym, community devel 
‘pment bck grants, isa term 
familar tothe grantor 


Needs Statement < 
The 2000 census counted 17,000 families in Kyleton County who owned or were buying their 
own homes and whose annual incomes were classified as less than 50 percent of the area median 
income. These families included large numbers of senior citizens living on fixed incomes who 
have paid off their mortgages: one-parent/one-income families struggling in a two-income 
economy; and many two-parent families working hard to make ends meet on prevailing wages 
for unskilled workers. 


Effective, sustained home ownership is essential to the stability and livability of residential 
neighborhoods, particularly neighborhoods at risk from poverty and disinvestment. Certainly, no 
amount of “outside” assistance can preserve or revitalize a residential neighborhood without the 
commitment of those who live “inside,” most often, the homeowners. 


Home ownership itself weighs heavily in ensuring or denying a quality of life among low- 
income families. Owning their own homes: 

produces a financial stake for families living paycheck to paycheck; 

provides stability for children, which helps them succeed in school; 

makes it possible for older adults on limited incomes to continue living in dignity; 
commits residents to neighborhoods and schools; and 

creates an inviting context for employers and merchants. 


However, because these 17,000 or more families own their own homes, they have no landlord to 
call when repairs are needed. And because they typically live in older homes, they do face 
repairs, Furnaces and water heaters wear out, leaky roofs rot, old electrical systems labor under 


The introduction has explained 
the need for HRS to launch a 
‘capital campaign. Tis section, 
then, can be used forthe impor 
tant function of explaining the 
munity need far HRS. 
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loads they were never designed to handle. These expensive repairs, together with a host of less 
expensive minor problems, add up and take their toll. Between 1990 and 2000 (the last years for 
which U.S. census data is available), our city’s poorest neighborhoods lost 2,100 homeowners—a 
decline of 11 percent! 


When owners lack the resources to keep their homes in decent repair, home ownership becomes 
a source of frustration and despair rather than a catalyst for pride and economic as well as 
personal growth. As individual homes deteriorate, so does a neighborhood’ integrity. And as 
neighborhoods deteriorate, economic and social problems balloon to affect everyone. 


The potential funder is local 
‘one concemed with the eco- 


omic prspery of the ene 4 
Conmuny The garter has 7 

tied thse ites vino | Objectives ; 

stretching beyond credibility, All projects—capital and programmatic—have both measurable and immeasurable benefits to the 


larger community and their various constituencies. Housing Rehab Services shares the beliefs 
that metropolitan communities do not thrive if the central city is faltering, that business and 


residential renaissance must go hand-in-hand to realize economic vitality and reduce urban 
awl, and that manufacturers and merchants need stable workforces, confident customers, and 
a thriving community in which homeowners have pride in their homes and their neighborhoods. 


In addition to @ focus on Although HRS cannot claim that its project can meet these goals for the larger community, staff 
pcs evlceieed me, and volunteers see this project as HRS’ contribution to furthering the rebirth of the downtown 
eavinnmetal pogranming and central city areas. As that rebirth is mirrored in commercial and residential neighborhoods, 
‘on projects that preserve they foresee that: 


natural lands. The funder 


ndesans that inpage | & Depressed neighborhoods, once the heartbeat of our city, will again become places of healthy 


tty may bp ede the end interaction and pride as talented people are equipped with the tools to repair and improve 
ade Re, their neighborhoods; 

or nau! lands gin, te | ® As homeowners repair and maintain their homes, others in their neighborhoods will be 
pantie has ted in ter encouraged to upgrade their properties; 

Leary Successful homeownership will have a direct impact on reducing crime in some 


stein the pin. neighborhoods; and 
© The link between suburban volunteers and core-city residents will strengthen under a 
common commitment to the community as a whole, <—_——{ 


> Quantitative benefits, which will be the subject of a formal evaluation one year after Housing 
Rehab Services moves into the new facility, will include the following: 


1, The project will be successfully completed (renovation, addition, and fix-it classroom 


eee eee me construction), within budget parameters, by September 2002, 


2. HRS will combine its programs under one roof by September 2002. 


3. HRS will, by September 2003, increase its program staff to include a full-time staff member 
to solicit product donations for Builders’ Warehouse and another full-time specialist in 
education and homeowner counseling. 


The qualitative vision 
forthe outcomes ofthis 
project are not 
measurable, and over 
promising may 
compromise the 
credibility of this 
ropes. 
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4. HRS will increase the number of students in the Fix-it school from the current number of 
approximately 175 students annually to four hundred students per year within one year of 
moving into the new facility. 


5. Surplus building material sales will increase by an estimated 75 percent: from approximately 
$320,000 valuation per year to $560,000 valuation per year within one year of moving into 
the new facility. 


Evaluation Plan 
Quantitative evaluation will be completed one year after move in (no later than September 2003) 
and will address the objectives listed on page four of this request to the Family Foundation. 


Qualitative evaluation will be ongoing throughout the course of the capital campaign and will be 
based on the following questions: 


1. Is the capital campaign and the cabinet assisting Housing Rehab Services garnering greater 
public awareness—from prospective clients, volunteers, and donors—of its programs? 


Rv 


Is the construction project continuing to be sensitive to the needs of its neighbors, both 
commercial and residential, and does it contribute to a sense of rebirth in this block on Main 
Street? Is the project serving as a catalyst for additional investment in this depressed 
neighborhood? 


Continuation Funding Plan 
HRS enjoys relatively stable annual donations for programming from Community Development 
Block Grants and through church, business, foundation, and individual support. 


"Tools, Talpnts, and Treasures” is the first time since 1995 that HRS has raised dollars for a 
capital expense. The 1995 campaign raised $90,000 from The Green River Foundation, 
Manufacturing Foundation, Private Foundation, and individual donors, which allowed HRS to 
reconfigure its office space, add a three-bay warehouse addition, and provide a small structure 
similar to a house in which staff could teach up to three people at a time about electrical, 
plumbing, or window repair. Though the renovation was extensive, HRS staff and volunteers 
did much of the work themselves, significantly reducing costs for the projects. Five years ago, 
HRS received $75,000 from The Green River and Manufacturing Foundations to hire a yolunteer 
coordinator. This has been a highly successful effort, which last year increased volunteer hours 
at HRS to a labor and material value of $110,000. 


This capital campaign, which just received a $100,000 donation from Big Company, will 
generate funds for one-time expenses. The property will be maintained through staff and 
volunteers; operating expenses are expected to be less than those currently incurred by HRS in 
its two facilities, as HRS will realize savings on operations when it no longer must rent 
warehouse space 


This reinforoes the statements 
that the organization not only 
rarely seks funding but wil be 
‘more self-sustaining after the 
capital campaign, 


The organization 
makes the case that 
it has been almost 
ten years since it last 
sought capital funding 
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Local Government and Services 

Local governments can be both grantmakers and grantseekers. Many municipal services, such as police, fire, 
and city sanitation departments and others qualify for federal funding. And specific municipal initiatives can 
qualify for federal and state grants. Large national foundations may have REP initiatives that offer grants to cities to 


launch programs and/or offer a cash award to exemplary efforts on a specific issue such as downtown revitalization. 


Strategies 
For many years, cities became regrantors through federal Community Development Block Grants (CDBG), 
enabling those cities to fund projects they believed important to the continued growth and development of the 
city. Each city developed its own eligibility criteria and goals, Some cities also qualified for a subset of CDBG 
grants called Local Law Enforcement Block Grants (LLEBG) to fund neighborhood watch programs, crime 
prevention services, and special efforts by their police department. For the most part, CDBG grants are now a 
thing of the past. LLEBG grants continue but have experienced dramatic cuts to their funding. 

Few foundations make grants for city services, though some local foundations will fund special initiatives by 


the departments. 
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Sample: Government Service Grant Proposal 


1. People To Be Served 

‘The Green River Police Department (GRPD) will continue a project begun in 2000, in which it 
deployed the SARA problem-solving project under the direction of Team Captains assigned in 
cach of six geographical areas (see attached map) in the City of Green River. Within each 
geographic area, GRPD Team Captains target for service neighborhoods that have a high 
incidence of law-enforcement problems such as disorderly juveniles, curfew violations, 
prostitution, speeding or other traffic violations, vandalism, theft, noise complaints, and others. 


In each case, police officers and team captains identify problems through officer observations, 
citizen complaints, community leader or neighborhood organization complaints, neighborhood 
businesses, surveys, media reports, input from other departments of the police department such 
as vice or traffic safety, nonprofit agencies, and courts and probation offices. The team captains 
then gather other information such as the number of incidents, the known perpetrators, and 
previous police or neighborhood responses before convening the interested parties and sharing 
the data. Together, the police teams and complainants analyze the problem and develop a goal 
for their custom-made response. ‘The team captains familiarize officers with the goal and 
strategies and launch the problem-solving response, which includes frequent assessment of its 
effectiveness. If found effective, the officers continue the response, If the response does not 
address the goal of the problem-solving team, the team regroups to discuss alternatives. All 
residents of the neighborhood—except those perpetrating the crimes—benefit both from 
participating in the problem-solving process and from resolving their shared problems. 


CDBG and LLEBG 
gant proposals must 
include performance 
measures so thatthe 
city can report out 
comes tothe federal 


2, Performance Target/Outcome < 


fovernment in the 


The goal of the project is to facilitate problem-solving partnerships between GRPD and city manner requested 
neighborhoods, institute innovative responses to crime-related problems, and address chronic 
problem areas related to social disorder and physical decay. Performance targets developed in 
support of the goal for Fiscal Year 2003 include: 
a. Each of six geographic areas will institute four to six SARA problem-solving cycles and will Teen he 
work with from two to four neighborhood associations in their geographic areas. established 
b. Leaders of all the neighborhood organizations that participate in the program will self-report ee 
enhanced partnerships with the police department. “artepes” or 
c. The police department will include qualitative evaluation data such as customer satisfaction, eae 
quality of life improvement, problem-solving successes, and levels of community 
participation in addition to quantitative data (e.g., response time, arrest numbers) in all 
project reports, i 
‘The program meets the Neighborhood Development Strategy for Safe Neighborhoods (objectives 
1 and 2) in that it proposes work between local law enforcement personnel and neighborhoods to 
prevent or reduce crime and violence, and it uses neighborhood organizing and problem-solving 
activities to empower residents, build relationships among neighbors, and support housing and 
other code enforcement efforts. iilestons ae benchmarks exalted to 
ogeproges and gate data for report 
a wae ing to he federal government, 


Within each geographic designation area, the police officers will work with from two to rour 
neighborhood organizations, depending on the number of problems that are identified. However, 
while the units of service are based on the number of neighborhood organizations with which the 


GRANTWRITING IN DIFFERENT FieLps or Nonprofit Practice | 217 


officers work, the performance targets and milestones center on the number of Problem-Oriented 
Policing (POP) cycles the officers are able to implement. ‘The milestones listed for each target 
are the steps in a nonlinear problem-solving process, Numbers needed to demonstrate success do 
not decrease during the process. 


Performance target a: Implement four to six SARA problem-solving cycles in each geographic 
designation (amd among two to four neighborhood associations within the designation): 


I. Identify priority problems in neighborhood 24-30 
2. Gather other data to consider 24-30 
3. Convene problem solving team 24.30 
4. Implement proposed solutions 24-30 
5. Evaluate implementation 24-30 


Performance target b: Neighborhood leaders will report improved relationships with police 
1. Identify priority problems in neighborhood 12-24 
2. Convene problem solving team 12-24 
3. Implement proposed solutions 12-24 


Performance target c: Inclusion of qualitative data in police evaluations 


Performance targets (aka 
“objetivs") often decrease 
in number with each acti 
tater than slay the same as 
inthis sample, For instance, i 
the poect proposed emplo- 
ment training, “recruitment” 
(the fist sen) might be a high 
umber, “completes traning” 2 
lovermumber, and sacesiuly 
employe asi lower umber, 


1, Identify priority problems in neighborhood 24-30 
2. Gather other data to consider 24-30 
3. Convene problem-solving team 24-30 
4. Implement proposed solutions 24.30 
5. Evaluate implementation ae 
4, Staffing 


The project will be coordinated by each of the six geographical area captains. The captains were 
assigned to their respective posts by the Chief of Police based on their professional 


qualifications, ‘The Problem-Oriented Policing (POP) project money will be divided equally 
among the six areas: $30,000 to each area, to be used primarily to fund overtime for police 
officers to work on problem-solving teams and to implement suggested solutions and to provide 


Because the police department 
has previously received this 
ant, its good ides to sum 
‘mares succes in using past 
gant funds, Ths summary does 
ot take the place ofa formal 
progress report, which in the 
ease of LLEBG and CDBG gras 
(5 de quate. 


needed equipment such as portable breath kits, radar units, and other equipmenv/supplies. 


All GRPD officers are trained in the SARA problem-solving model. Last year, the captains were 
allotted $25,000 each and demonstrated important outcomes for dollars spent, For instance, in 
the north sector, officers not only stepped up weekend patrols in an effort to reduce driving under 
the influence, but contacted by letter and visited several area bar and restaurant owners to enlist 
their cooperation in promoting cabs and designated drivers. On the southwest side, neighbors 
were concerned about traffic safety issues around six elementary schools. Officers publicized a 
crack down, increased patrols before and after school, and stopped and ticketed hundreds of 
drivers, significantly reducing the risk of vehicular injury or death to children in the area. 


5, Organizational Summary 


The Green River Police Department (GRPD) provides police service to a city of more than 
190,000. The department is composed of 493 sworn and civilian employees with an annual 
operating budget that exceeds $33 million. 
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Neighborhood 
associations are 
also. qualified to 
recelve Local Law 
Enforcement Block 
Grant funds. for 
«time prevention in 
tiatves. The police 
department must, 
therefore, indicate 
a collaborative 
relationship with 
these organiza- 
tions, which: might 
otherwise be seen 
by the grantmaker 
as competitors for 
these gant funds. 


‘The Department is in the third year of implementing a five-year strategic plan aimed toward 
Community-Oriented government, A key component to that plan is the development of creative 
strategies to identify and solve problems in neighborhoods and to bring police and city residents 
in closer proximity—geographically and socially. The project described in this request is an 
important and integral part of that effort. 


6. Collaboration 
The Problem-Oriented Policing project will require close collaboration and partnership with 
neighborhood organizations and neighborhood leaders in each of the geographic sectors. There 
must be mutual sharing of information between police officers and neighborhood residents; and 
residents and/or those most affected by crimes or nuisances in the neighborhood should sit on 
problem-solving teams with the police officers. < 


Once the problem-solving team identifies solutions they wish to implement, the police officers, 
in many cases, can provide the solution. Other cases, such as a need for signage, lighting, or 
neighborhood cleanup, require collaboration between the Department and residents or other Tina 


community agencies or city departments. < in the ganimakers mind 
aboat hon wel these co 
labratve problem sahing 


responses wll work. 


Faith-Based Organizations 

Faith-based organizations include houses of worship (churches, synagogues, mosques, etc.) and all the programs 
operated by them. They also include parochial schools and other organizations that exist to promote their 
religious beliefs and credos. Faith-based organizations consistently receive the largest percentage of total U.S. 


giving at approximately 35 percent. Thus, in addition to grants, individual giving should be part of the total 


fundraisi 


1g strategy. 


Strategies 

Some foundations exist with the express purpose of funding like-minded faith-based organizations (e.g., Jewish 
Relief Fund, Catholic Charities, etc.). Many private and community foundations expressly prohibit funding 
for religious purposes; that is, while they may, for instance, fund a church to provide daycare for neighborhood 


children, they will not do so if the children must attend a service or study scripture as a part of the program. 
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Sample: Faith-Based Grant Proposal Summary 


The cover set indicates 


eligi fortis gantand LS COVER SHEET. 
rordes contact infomation. 


Name of Project Kyleton County Food Stamp Outreach 
Name of Organization All Churches Emergency Supports (ACES) 
Mission “Celebrating the activity of God in our midst, the mission of 


ACES is to provide opportunities for ministry by linking 
congregational, individual, and community resources with 
human needs to help eliminate poverty in Kyleton County.” 
Name of Project Director _ | Brian Shafter 


Title of Project Director _ | Executive Director 
Phone Number 555.555.5555 
E-mail Brian@aces.org, 


Grant Amount Requested | $125,000.00 


Target Population Immigrants, seniors, working poor and unemployed 


Geographic Target Area __ | Kyleton County, Midwest 


Selected Outreach Strategy | Outstation/Site Visiting 


2. EXECUTIVE SUMMARY 


Gals nd outcomes are Project Goal: The priority goals of the ACES Food Stamp Outreach Program are to: 
pred aap ote + Expand an existing food stamp outreach program by 200 percent, and 
Lcagen + Increase assistance and ACES to families in need 

As an outcome of these goals the ACES Food Stamp Outreach Program will: 

+ Enroll 1,000 families in the FIA Food Assistance Program; and 

+ Assist 2,000 families with applications or referral for additional emergency, health, 
> food/clothing, or other assistance, 


Target Population: ACES targets immigrants, seniors, the working poor, and unemployed 
individuals and families 


Selected Strategy: The ACES Food Stamp Outreach Program will deploy five caseworkers at 
twenty key food pantries and ten community sites to educate and assist clientele in completing 
paperwork and overcoming barriers to participation in the Food Stamp program, 


Grant Amount Requested: The total project cost is $142,602, of which ACES provides $17,602 
in cash contributions primarily for staffing and equipment. ACES respectfully requests a federal 
The organization offers, as a 

antbtion to the project, the 


salary ofits existing outreach 
worker. 
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grant of $125,000 to meet the stated goals and outcomes of the Food Stamp Outreach project in 


Kyleton County, Midwes 


Project Plans: ACES has on staff one part-time retired Family Independence Agency (FIA) 
caseworker and plans to hire four part-time experienced caseworkers to expand the program to 
the level necessary to address the rapidly growing food insecurity issues in Kyleton County, 
Midwest. The additional staff will allow ACES to expand its outreach program into weekly vi 
to a total of twenty of the largest food pantries and ten community sites (senior centers, homeless 
shelters, food kitchens, etc.) 


‘The caseworkers will meet applicants in their own communities, in a relaxed atmosphere, which 
is a much less distracting setting than the FIA office. They will work one-on-one with clientele 


to prescreen orally (for those who do not read well, who have language barriers, and/or who 

believe that welfare is impersonal and shameful) and will also prescreen with the FNS Asummay ofthe project pan 
prescreening tool. Kyleton County FIA will share its caseworker training program with ACES. ereponnnepe 
‘The project coordinator will train new outreach workers to ensure their sensitivity to the various | ity people who have lan 
barriers faced by individuals and to work with the clientele in a manner that mitigates each age or cultura itfernces. 
individual’s stigma or embarrassment, < 


Management Structure: The current part-time food-stamp outreach worker will become the 
project coordinator for the expanded project. She will be directly responsible for recruiting, 
training, and scheduling all new staff, She will be supported in her position and responsibilities 
by ACES’ program director, executive director, food program (pantry) director, and its CARES 
coordinator, who provides training programs for the congregations, including poverty simulation 


workshops, budgeting, volunteering, and church leadership. A support staff will be hired to 
ist the Outreach Team with office services and with weekly, monthly, and quarterly data Eno E ry) 
reporting to ensure that the Team is on track for achieving the project outcomes. +—_\§_ fee 
inthe ecutive 
summary. 


Environmental Organizations 
Environmental protection agencies exist to protect natural lands, animal and plant species, water resources, air 


quality, or all of the above through advocacy, research, education, and preservation programs. 


Strategies 
Foundations may focus their environmental program funding on preserving or improving one aspect of the 


environment and/or on one programmatic strategy. It is, therefore, critical chat grantwriters for environmental 


organizations carefully read grantmakers’ guidelines to ensure that goals for programs are a good match and 
involve the same aspect of environmental protection. Local and national foundations often have environmental 


protection program areas, and grants are available from both state and federal programs. 
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Sample: Environmental Grant Proposal 


This is @ projet being under. 
taken by @ collaborative of 1. Need 


organizations ina geogapn¢ | Great Lakes Environmental Awareness Network (GLEAN) is an environmental information 


bine communication project proposed by Green Valley Metropolitan Council (GVMC) for the 
Metropolitan Statistical Area bounded by Green River, Mount Very, and Hope, Midwest. 
> The objectives of GLEAN are to: 
Thie te wisest) 1) Identity key community environmental indicators; 


following as “objectives” of 
GLEAN, they are not objectives 


because ty a not measur | 2) Using appropriate technology and techniques, track and measure data relative to the key 
abl, This list should nt be community environmental indicators; and 

ined inthe Need secon of 

the ropa 


3) Communicate data and information in a way that is accessible, timely, and meaningful and 
that empowers community members to make informed decisions about environmental 
matters. 


‘The Great Lakes ecosystem, which includes sixty-five species of flora and fauna indigenous only 
to this region, is currently threatened by water and air pollution, watershed disturbance, 
introduced species, and habitat loss. Midwest State specifically faces a unique air toxins 
transport concern in that a relatively high percentage of its air pollutants, all of which have 
negative effects on human and other species’ health and the quality of our air and water, are 
imported from other parts of the United States, 


This statement identifies the 
‘vale ofthe eon asa lcation 
{or the project's focus. 


In 1970 and 1994, the Center for Environmental Studies, one of the project partners, surveyed 
residents of Midwest state to determine the environmental issues of greatest concern. Both 
surveys returned identical results, determining that, in order of importance, residents are most 


This pre ee concerned about water quality, air quality, and habitat loss/urban sprawl. 
reed inthe specie 
community. 


The greatest need among residents of Midwest state is education and awareness. No person 


wants to destroy or damage the natural resources that make the state unique—from the Great 
Lakes to farmlands, creeks, trees, animals, air, and plants. Too often, however, people do not 
make the connection between another housing development and its effects on the watershed, 
between an inadequate public transportation system and the quality of air, between sprawl and 
inner city poverty and segregation. Because they lack the data and larger picture on which to 
base decisions, residents too often allow individual, immediate desires to take precedence over 
the long-term health of the environment and the community. 


In addition to providing education and a record of immediate and longer-range changes in the 
environment, GLEAN will provide timely information to enable Midwest state residents to make 
daily decisions about their own health and welfare. Knowing the air quality index will enable 
those with asthma, for instance, to make decisions about their activities each day. Up-to-the- 
minute data on the safety and health conditions of Great Lake waters will enable those with plans 
ional activities to modify their plans accordingly. 


for sports or recrea 
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“Approach” is another term 
for ‘project description,” 
pe _] 


2. Approach < 
To respond to the primary needs in Midwest State, GLEAN plans both educational and 
communication/awareness components, Each partner to the effort has specific responsibilities, 
based on the organization’s strengths and mission, to fulfill the objectives of the project. Each 
partner will participate in the governance structure, which will be overseen by Green Valley 
Metropolitan Council. 


1) Approach to identifying key community environmental indicators: A local process—The 
Convenor—has developed a means for establishing community indicators on quality-of-life 
issues and is in the process of developing an Office of Community Research to house the 
indicators and assess data for periodic reports to the community. The Convenor will aid GLEAN 
in developing the linkages between environmental indicators and other quality-of-life indicators 
and by providing a repository at the Office of Community Research for outdated data and 
possible longitudinal studies of the data. 


The Convenor process may also be called on to assist in identifying existing sources of data and a> qq eames 
indicators, including those already identified as follows: <a rsutes 


* The Midwest Department of Environmental Quality (MDEQ) measures the prime parameter 
of air quality, ozone, and maintains an Ozone Action website. The information contained in 
this website is valuable to individuals with asthma or lung disease and will be linked to the 
GLEAN database and communications network. 


* Green Valley State University Water Resources Institute (WRI), a project partner, which 
gathers and monitors data on water quality. WRI maintains research vessels on Great Lake, 
which capture timely data on water temperature, dissolved oxygen, turbidity, conductivity, 
and Secchi readings, and provides analysis of aquatic organisms. 


WRI also provides digital data and maps on land use and land cover in three Counties, This 
data includes educational information on storm water runoff and prime/unique farmland. 


* National Oceanic and Atmospheric Administration (NOAA), the prime source for real-time 
environmental data on Great Lake, which is the source of municipal drinking water for 
urbanized areas of west Midwest. 

* United States Geological Survey (USGS). 

* Midwest State Department of Natural Resources (MDNR). 

The environmental indicators require collection and connection. Bringing the data together in 

one place will aid residents in seeing that land use affects water quality, for example, or that they 


can draw correlation between ozone measures and water quality on a particular day. 


2) Approach to tracking and measuring data relative to the key community environmental 
indicators and linking information through technology: Only MDEQ currently operates a 


website and provides data on air quality in a form that is accessible by computer. GREAT, the 


The writer provides more deta 
here and makes the project 
objectives measurable 


‘This passage proposes a panto 
inform ctizes, a print goal of 


ofthe community. Projet plans 
should vay ink back to the 
needs or problem statement 


the project and a primary need Ly 
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community’s public-access network and website, will aid the data providers in interpreting their 
data for electronic transfer and display. Although NOAA has real-time data on Great Lake, it is 


not generally accessible by the public. WRI data on water quality and land use are currently 
stored in programs such as ArcView, Arcinfo, D-base, C-map, Excel, and Access, as part of a 
Geographic Information System (GIS). 


3) Approach to communicating data and information in a way that is accessible, timely, and 
meaningful and that empowers community members to make informed decisions about 
environmental matters. The Center for Environmental Study (CES), a project partner, will 
provide an educational program and a media outreach program. Using its established linkages to 
all K-12 schools in Green River, Mount Very, and Hope, CES will market the GLEAN website 
to Intermediate school districts and the individual schools and provide workshops for educators 
on ways to incorporate environmental data into curriculum subjects such as science, social 
studies, liberal arts, and mathematics, In addition, CES will link with other educational 
providers such as World Resource Institute, Environmental Working Group, Project WILD, and 
Project Learning Tree, to make the best use of existing educational materials, These resources 
for teachers will also be provided as an ancillary to the GLEAN website. 


In response to the need of Midwest state residents to understand the relationships between 
environmental factors, CES will work with City Media Center and other project partners to 
develop a series of positive, “this is what you can do” one-minute media spots on the challenges 
facing the Great Lakes called "What's it to Midwest State?” This portion of the project is 
designed to reach an audience that might normally be unaware of or uninformed about the 
problems facing the Great Lakes ecosystem. They are the people whose lives are affected by 
these problems, whose tax money goes to correct them, and whose votes may decide the policies 
that are established to control them. The radio spots will run during peak commuter hours to 
plure as many listeners as possible. 


Data and indicators captured by the GLEAN website will be translated into usable, easy-to- 
understand language with captions, icons, photos, and straightforward text. Accompanying text 
will be written at or below an 8th-grade reading level. In the event that technical terms are used, 
they will be accompanied with readable explanations from CES's environmental dictionary. 


All imported data will be interpreted and displayed in a way that reveals the links between land 
use, water quality, air quality, personal decisions, and public health. 


Finally, through the Convenor process, the project partners will convene community members in 
forums and other meetings to discuss environmental issues and impacts. GVMC has ongoing 
meetings of township and city officials throughout the region; these groups will have access to 
the data to inform their decision making, The community’ public-access network, GREAT, 
also hosts an annual cyberspace community meeting, which includes a forum for those who wish 
to discuss or learn more about environmental issues. This forum will be used to further inform 


the public about the GLEAN website and to enable participants (projected 1,000 per year) to 
familiarize themselves with the interactive environmental website. 
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3. Expected Results/Benefits 
Besides the obvious benefit of enabling time-sensitive relay of information that protects 
individuals’ health and welfare, Midwest State can further current efforts by GVMC, WRI, CES, < 


and others to inform the public about the importance of cro: 


uses. 


The public will be more informed about land use and its impacts on air and water quality and 
more committed to supporting elected and appointed leaders who are committed to preserving | sinter. 
farmlands and reducing urban sprawl. New leaders will likely emerge as they grow more 
knowledgeable about the interrelation between the environmental issues. 


The constituency in Midwest State will be better educated on environmental issues, and thus, 
better able to make informed decisions on how to reduce negative environmental impacts. They 
will increase their positive involvement in their daily activities such as reducing energy or water 
consumption, using natural lawn and garden fertilizers, and purchasing products made from post- 
consumer recycled materials. 
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This Is bordering on alphabet 
soup. The grantutter should 
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Economic Development Organizations 
Economic development organizations offer job training and seeking programs, job retention and business loca- 


tion initiatives, regional planning and initiatives, business development, and more. 


Strategies 
Economic development efforts are often a result of collaborations rather than programs offered by just one 
organization. As such, they often appeal to local foundations, particularly corporate foundations and corporate 


giving programs, and to city and state government funders. 


‘The sample that follows is a concept paper. This is similar to a preproposal or letter of inquiry, but is less 
formal. Generally, use a concept paper to capture results of collaborator discussions. After all the organiza 


tions agree to the outline of the project, you can reframe the concept paper as a preproposal or letter of 


inquiry for a foundation. 
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Sample: Economic Development Concept Paper 


Work To Work Green River 


A New Cycle 
Communities and governments have long talked about breaking the cycle of welfare dependence 
and unemployment. But no program, no matter what organization or governmental entity 


founded it, has entirely broken the cycle. Cycles are sturdy things. Difficult to break; perhaps 
Because ths is a concept as diffic as 

eecgeep ele not as difficult to replace. 
ture the readers interest with 


an aesting opening paragraph More than a dozen organizations and businesses in Green River, Midwest, propose a new cycle: 


Work-To-Work, a cycle of success and employment, a cycle individualized for each participant, 
a cycle that will become as difficult to break—or break from—as the one of dependence. 


Work-To-Work is a first of its kind; a new cycle that: 
* provides company-to-company career movement; 


© is founded in a collaboration between business and nonprofit organizations; 
* builds on current local and state initiatives to reduce welfare rol 
© creates for participants an environment for success; and 
* disallows failure by providing participants unlimited opportunities to find, maintain and 
grow in employment, 
Tabi taiuse ) TA%tet Population 
Reaane esas | ‘This new cycle moves individuals from unemployment to entry-level employment then to career 
pesansnateanigeip’s | employment and advancement. Potential participants include those who have never been 
‘upnt ato. Aeoentené | employed, are currently underemployed, and those who are unprepared for work, Participants 
paeet will include those who, for any number or combination of reasons—including physical, 


emotional or mental handicap; past discrimination; language barriers; addiction; homelessness; 
incarceration, or seemingly insurmountable barriers—have become chronically unemployed. 


> Individualized Support Services 
In many cases, these individuals have tried and failed to secure or excel in full-time employment 
that provides a hopeful future with opportunity for advancement and personal growth. They 


The witer i able to crete }  Fequire a unique set of services to overcome real and perceived barriers and support their efforts 
his or her own subbeadings | {0 try again, These services may include in full or in part: job training, counseling, on-the-job 
beaut a emcestpapr seed | mentoring, transportation, child care, interview training, and asset identification. Above all, 

fey ee eas we support must be individualized to overcome fears and to assure the participant that he or she has 


numerous opportunities to become successful in work. 


! “Process Plan 
ea aerial As illustrated on the attached flow chart, the model uses a case management approach to 
finds ho the to inet n | Temoving barriers and developing skills. The case manager assesses potential participants, 
innovate, sometimes rity, | creates development plans, makes referrals, prepares participants for the workplace, counsels on 


pedintaties: personal and professional issues, keeps records of progress, and coordinates seamless support 


effons with participating trainers, job coaches, employer representatives, and service providers. 


The project wil use extig 
fenuces tough s wearer | Some participants may be referred directly to employment at Major Engincering, a plastics 


sysen pode! ata eave! | manufacturer. Other participants who are immediately employable, but require development 
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and/or additional training, will be referred to Hamburger Joint for entry-level service 
employment. This employment will enable project staff to work on personal issues such as 
timeliness, accessing necessary transportation and child care, working well with others, ete. The 
majority of participants will be referred to training, either within the collaborative or from 
another source, or to counseling to address personal issues that inhibit employability. 


Stand-alone training modules will allow participants to take only those training sessions that are 
necessary to employability, thus speeding the process and encouraging progress among 
participants. Modules will include: 

* test-taking (for employers who use screening tests to ascertain skill levels) 

© interviewing skills and practice 

© planning and preparing for the workplace (life skills) 

* employer expectations 


In addition, participants will receive support services as needed (transportation, child care 
referral and/or subsidies, and others), and will be encouraged to "job shadow” those already 
employed. So participants will not lose essential income or services during training, they will be 
paid for training and, if they qualify, may receive some free services such as transportation or 
child care. < 


Once in the Work-To-Work employment cycle, several opportunities encourage new employees’ 
commitment and self-sustainment. If an employee chooses to remain with Hamburger Joint, he 
or she can move into store management or a support function and increase his or her pay rate 
from the $6-$6.50/hour starting wage. Alternately, the employee may wish to move from the 
service sector at Hamburger Joint to the manufacturing sector at Major Engineering. In these 
cases, employees earn $7 per hour to start and may increase their wages incrementally to as 
much as $12.50 per hour in as short a time as two years. Both employers provide tuition 
reimbursement, which encourages participants to continue their advancement throughout their 
adult lives. 


The project may be cost; the 
‘gantariter should point out 
the cost of continued wetae 
in comparison to the cost of 
the projet, 


Uniqueness 
Several things make this model unique. First, the model is founded in a growing collaboration 
between service sector and manufacturing employers and provides company-to-company career 
movement. 


Second, this is a collaborative approach to assisting individuals regardless of the depth or 
specialness of their need. ‘The collaboration includes social service organizations that provide 
case management services and referrals and joins services such as employment agencies, child 
care providers, and transportation providers to provide seamless support for participants. Brief 
biographies of current collaborating organizations are attached. 


‘The model builds on several current local and state initiatives, including School-to-Work, an 
effort to encourage development of employability skills among the average 24 percent of youth 
who do not target college after graduation. Two state initiatives that are part of the project 

include Project Zero, the Midwest State governor's mandate to reduce welfare rolls to zero; and 


The project has identified at 
‘east two employers intrested 
in participating. 


This describes the 
network of senices that 
will be established to 
ensue participant 
succes, 


Americans wth 
Disables Act should 
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Work First, the innovative Midwest State program that requires employment simultaneously with 
training for those dependent on government aid. 


Fourth, the Work-To-Work cycle affords participants numerous chances to be successful and 
provides built-in elements to minimize failure. Once assigned a case manager, each participant 
has continuous follow up that includes at least one social-service agency, a job coach at his or 
her place of employment, assistance with child care and transportation, and skill-building 
training modules. Support continues throughout pre-employment and through the sixth month 
of service sector employment. When and if a participant moves from the service sector to the 
manufacturing sector, support continues throughout the transition and for the first six months of 
employment. 


Finally, the model creates an environment for success among employers by providing cultural 
diversity training for employer personnel, as needed, orientation for coaches; advice on ADA <— 
compliance and accommodation; and coordination with job supervisors to ensure success of 
Work-To-Work participants while on the job. Once established, the process will become a 

model for other area employers that are willing to provide trained job coaches and on-site 
supervision of Work-to-Work participants. 


be speled out 


This may not remain te 
ifunemployment ses. 


[> Znployers: Because Kyleton County has a very low unemployment rate ( 


Benefits 
The Work-to-Work Initiative anticipates several benefits for participants, employers, and the 
community at large: 


6 percent in the first 
quarter of 1998) and is reliant on the manufacturing and service industries (which provide 23 
percent and 27 percent of area jobs respectively), employers require new, innovative processes 
for recruiting qualified employees and for tapping new populations of workers. Itis, therefore, 
in the employers’ best interests to work with the Work-To-Work collaborative to ensure that 
their workplaces are desirable and accessible, that wages are competitive, and that they provide 
ample opportunity for future advancement. 


‘The Work-to-Work project is launching its pilot with one service and one manufacturing 
business (Hamburger Joint and Major Engineering); however, the collaborating organizations 
will be working with other area businesses to encourage their participation. In addition to having 
a new source for skilled employees, area industries will realize reduced time to fill job openings, 
reduced turnover, and increased employee satisfaction as measured in an annual survey. 


Participants Pasticipants will derive the following benefits: an identifiable, achievable set of 
steps to move from unemployment or underemployment to a good job; incremental pay 

increases; increased job satisfaction as measured in an annual survey; a balanced lifestyle that 
values both work and family, and ample opportunity for continued advancement via employment 
and education. 


Community: Since one of the area's primary attractions to new businesses is a strong, 
committed workforce, the community will benefit with a continued influx of new manufacturing 
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al 


and service businesses. Existing businesses will remain in the community, participate in Work- 
To-Work, and continue to contribute to the health of the economy in Midwest State. <—_——| 


The Work-to-Work collaborators anticipate similar benefits to employers and new employees in 
communities around the nation. They, too, can provide an alternative to the cycle of dependence 
that cripples our communities and wastes talents and lives—a new cycle that encourages growth, 
advancement, and self-sufficiency for life. 


The writer identifies all the 
beneficiaries fom the 
proposed project 


CHAPTER II 


‘Wauite You Wair 


Contrary to the old saying, from a grantwriting perspective, waiting is not the hardest part. Writing is. From 
the potential grantee’s perspective, perhaps it's true that waiting is difficult, particularly if you do not have a date 
for review of proposals or decision making. At the absolute earliest, you can expect a decision one month after 
application, bur generally it takes from two to six months to learn of the outcome of your pending proposals. 
In the proposal review interim, there's work to do for both the grantseeker and the grantmaker. Maybe a look at 


the work of a grantmaker will make the time pass more quickly. 


Due Diligence 

Due diligence is a term commonly used by grantmakers to describe the process of investigating the applicant 
organization and its capacity for delivering its objectives, prior to recommending its proposal for funding. 
‘The government performs due diligence when a staff person checks that your organization is eligible under 
the enabling legislation, that it has honorable financial standing (Dun & Bradstreet report), and that it does 
not otherwise have outstanding issues with the grantmaker (e.g., has defaulted on a previous grant or has not 
submitted final reports for a previous grant). 

Foundation grants officers are responsible for performing due diligence on all proposals they may bring for- 
ward to their board of trustees for determination, Foundation due diligence often involves face-to-face meetings 
with the potential grantee in the foundation office or at the applicant’s site (a site visit), requests for additional 
information, and a number of background checks on financial or IRS reports. In addition, a grants officer may 


seek information from collaborators and from others in the community. 
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Grants officers play a dual and sometimes conflicting role, as both sentries and stewards of the foundation 
assets. On the sentry side, the grants officer performs an investigation similar to those performed prior to 
investments in real estate or other tangibles in the business world. Grants officers use the investigative process 
to ensure that the organization is legitimate and to analyze the risk of the potential foundation investment. The 
grants officer takes on the steward role once he or she brings forward a proposal to his or her board of trustees 
with a recommendation for funding; he or she becomes an advocate for the grant proposal and applicant 
organization, Remember, the questions a program officer asks during the due diligence process are not intended 
to put you on the spot; rather, they are intended to provide the officer all the ammunition he or she needs to 
make a case for funding your proposal. 

Ic is important for grantwriters and executive directors to prepare for the due diligence process. During 
the process, the grants officer must clarify the proposal and find answers to a number of questions about the 


applicant, many of which were not asked in the grant proposal. Such questions may include the following: 


Organizational Stability and Sustainability 
* Does the organization have the capacity to do as it promises? 
* Are there red flags in the organization's financials that indicate potentially serious problems? 
* Is the organization's governance strong and appropriately involved? 


+ Is there a long-range strategic plan that incorporates the proposed activities? 


Track Record 
* Has the organization been successful in achieving prior objectives? 
+ Is the organization respected both in its community and among its peers? 


* Can the organization provide documentation of outcomes from prior projects? 


Partners 
* Does the organization have documented support from partners critical to the project? 


* Does the organization have a reputation for collaborating with others? 


Wuite You Wait 


Program 
Whar is the organization's capacity to identify and respond to community needs? 
+ Is service delivery appropriate and respectful? 


* Do programs align with the mission of the organization? 


Site Visits 


‘The government does not perform site visits. Foundation grants officers, especially those that are not headquar- 


tered in your community, often do. A site visit 


a meeting at the applicant's office and/or program site during 
which the foundation grants officer asks questions and, ideally, sees first-hand the activities or need for programs 
you have described in your proposal. 

If the grantwriter is not a staff member of the applicant organization, it is not appropriate for that person to 


attend a site visit meeting. Instead, the grantwriter should attend a pre-meeting to help prepare the staff of the 


organization for the visit. 


Preparing for Site Visits 

‘A good grants officer will have read your proposal ahead of time, let you know if there is anyone in particular 
other than the primary contact with whom he or she wants to meet, let you know how long he/she can stay, and 
come in with a list (often mental) of points to discuss in relation to your proposal. 

Make sure thar you plan your site visit activities so that there is time for the grants officer not only to get his 
or her questions answered, but to meet with the people (c.g., finance officer) who can best answer the questions. 
Ivis generally a good idea to have the CEO of the applicant at the meeting and, when appropriate, the organiza- 
tion's board chair. Plan your activities strategically. While the babies at the facility might be compelling and cute, 
if your project is about the adult care portion of your program, spend your site visit time there. 

Iris critical that the CEO, board chair, financial officer, and any other staff present at the site visit have read 
and understand the grant proposal, They should read it again within the days prior to the site visit and, to the 
extent possible, anticipate questions the grants officer will ask. If they have questions or issues with the proposal, 


they should have a meeting before the site visit so they are speaking with one voice. 
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Tips for Site Visits 
* Reread your proposal in the days prior to the site visit. 


+ Have a premeeting with all attendees other than the grants officer to address any outstanding 
questions. 


* Provide simple refreshments. Grants officers are not swayed by lavish meals and cannot accept 
gifts; in fact, such things may make them suspicious. 


+ If possible, schedule the site visit at a time that your program site is active with program 
participants. 


* Keep the tour of your facilities brief. 
+ Prepare requested documentation in advance. 

* Answer questions candidly. 

* Relax. A nervous host makes guests uncomfortable. 

+ Follow up within days of the meeting with a simple thank-you note with additional information 


if requested. 


Following Up 
Sometimes a grants officer will ask a question thar requires further research or additional information that is not 
immediately available. Send replies to those questions or additional documentation as soon as possible after the 


site visit, preferably within forty-eight hours. Even if the grants officer indicates that he or she will not be back 


in the office for a week, the postmark will indicate that your response was timely. Enclose a thank-you note with 
the information and a brief reminder of the questions to which you are responding. 


If the grants officer did not request additional information, follow up with a simple written thank-you note. 


Reporting Interim Progress or Setbacks 

In the interim between submitting a proposal and learning of the funding decision, share your good news and 
don't try to hide the bad. For example, if you are raising funds from multiple sources and during your proposal 
review you are notified of an award by another funder, share this success with your grants officer. Also notify 
the grants officer of any major negative events that have occurred during the review process. If, for instance, 


your financial officer has been arrested for embezzlement from his or her church or your organization, you must 


Waite You Wait 


inform your grants officer immediately. While the grants officer may decide to delay bringing your proposal 
forward for decision making, this delay is far preferable to the alternative. Going before trustees without all the 
information needed can make both you and your grants officer look bad in front of the trustees. This will result 


not only in a denial of funding for the current proposal, but likely in a denial of future proposals. 


Why Does It Take So Darn Long to Get an Answer? 

While every foundation is different, there are a number of common activities that dictate 
a longer timeline than anyone would like. Most foundations have studied their process in 
an effort to streamline their systems and get to yes (or no) more quickly, but a four- to six- 
month decision timeline is common. 

If trustees are the final decision makers, timelines revolve around their meetings. If the 
board meets only twice a year, that means there are six months between decisions. Grants 
officers, in between meetings, must prepare their board packets and have them printed, 
proofread, and submitted to the board a few weeks prior to the meeting, a process that 
often takes at least one month. 

Add to that the time involved in the due diligence process, site visits, and writing up 
often complex recommendation documents. Further, grants officers may be working on 
several proposals at once and simultaneously performing other functions essential to their 
jobs, such as ongoing grant follow-up and reporting, research, internal projects and meet- 
ings, and community-related meetings often requiring travel. Therefore, it can take several 


months, if not longer, to shape and write the recommendation for your proposal. 


Recycling Grant Proposals 
Remember, few funders want to be the only ones investing grant dollars in your project. Even the federal gov- 
ernment likes to sce thar the applicant organization is committed to raising local dollars to launch or continue 
an important project. Thus, until the project and/or nonprofit organization is financially stable and sustainable, 
the grantseeker’s work is not finished. 

You should be doing two things: revising your project proposal to meer the requirements of other funders and 


looking beyond the obvious sources for some more creative match-ups. 
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‘As you have seen from the sample grant proposals in this book, there are many similar sections in the proposal: 
there's always a need or problem statement, project description, evaluation, budget, and abstract. There are often 
similar additional questions such as the constituent involvement in the project design and/or evaluation, the 
history of the organization, management structure, and key personnel. So, why not just print out and send the 
same proposal to numerous funders? 

Nora good idea. 

Even if you are sending a proposal to funders that all use a common grant application from their regional 
association of grantmakers (RA), you will want to modify each proposal to appeal to each different audience of 


grant reviewers, Think about it this way—when you get a generic piece of mail that’ also sent to your neighbors, 


what do you call it? Junk mail. If you have not taken the time and effort to learn about the individual funders, 
it will show, and your proposal will appear to be little more than junk mail to its recipient. 


Every good project has numerous aspects that make ita good project. For example, you may represent a youth 


center with a mission to reduce delinquency in an urban neighborhood. In addition to offering recreation, you 
have an after-school tutoring program, a fitness center operating during the day for stay-at-home mothers, a 
book club, and an after-school cooking class just for boys. 

Emphasize each aspect of the organization with its appropriate funder. One might have a goal to improve 


educational outcomes for urban youth—tell it abour the tutoring club. Another is concerned with wellness— 


tell 


about your fitness program, and so on. Don't keep information from your foundation audience. Simply 
focus on what you know will interest a specific foundation. 

Sections such as the organizational history are reusable with minor modifications, but sections such as the 
program description with its goals, objectives, outcomes, and timelines must be rewritten for every audience so 
that it matches the foundation's own goals. 

While you will nor adjust a budget total depending on whom you ask, you might carve out a special niche in a 
larger project that you think will interest a specific funder. IF you have a chance, discuss this with a grants officer 
beforehand. If the officer agrees ask one funder to fund the educational component of your youth center and 
another to underwrite the cost of equipment and a coach for your fitness classes. If you cannot ask beforehand, 
be sure to include the components as line items in the budget so the foundation can choose for itself what 


activities it would prefer to fund. 


Waite You Wait 


Finally—and critically—be sure that you check to ensure that all mentions of any previous funder audiences 


are expunged from your proposal! 


Expanding Your Search 

If your nonprofit still needs funding once you've exhausted your search for appropriate funders and sent indi- 
vidualized proposals to them, begin looking at less obvious potential matches. If you have signed up to receive 
notices from the federal department of education at your school district, sign up for some other departments 
too. Perhaps the department of commerce will offer a program that funds creative internships for high school 
students, the department of health and human services is looking to establish school-based counseling centers, 
and the department of agriculture is offering schools the opportunity to write a curriculum for a comprehensive 
educational program on farming and food. 


‘The same is true for foundations. If you are writing for a school, don’t overlook foundations that fund land or 


water conservation efforts; instead, see if your school program curriculum focusing on water resources matches 
the interests of one of the foundations. 


One caveat that can't be emphasized enough: do not twist your programs into pretzel shapes to fir a grant- 


maker's guidelines. If i's a quality project from a quality organization, there’s a funder out there waiting for it. 


Ten Mistakes Grantseekers Make 

1. Sending a “Dear Friend” letter to corporations and foundations. Take the time to get the 
name of the contact, spell it correctly, and know the gender of the addressee. 

2, Sending the same form proposal to numerous corporations and foundations. Instead, take 
the time to find out what the foundation will fund and whatits areas of emphasis are. Make 
contact before applying and ask for guidelines or application procedures. 

3. Not following the application procedure, not paying attention to guidelines, and not sup- 
plying all the information requested. Be sure to include requested forms such as your 
501(c)(3) letter or board roster. If you simply cannot get the information requested, you 
must write an explanation. 

4, Calling once a week to find out the status of your request. When your grants officer knows, 


you'll know. 
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5. Submitting vague requests. Be specific about what you want: money, manpower, 
equipment? 
6. Not being qualified to receive funds from the foundation. If you're not a 501(c)(3) organiza- 
tion, and that’s what a grantmaker requires, don’t waste your time and the foundation's. 
7. Asking for what the foundation cannot contribute. For instance, some people will request 
free phone service from AT&T's Foundation. The foundation cannot, by law, provide that. 
8. Assuming the foundation knows all about your program, who it benefits, and how valuable 
it is to the community. Tell how you are involved in your community, why the commu- 
nity needs this project, who will benefit, and what your capacity is in staff and financial 
resources. 

9. Not telling the foundation your long-term plans. What happens when funding runs out? Do 
you plan to carry out the project by other means? 

10. Giving the foundation the silent treatment. It’s not enough to say thank you when you get 
the check. Show your gratitude by letting the funder know what you did with the money 
and what you achieved with its funds. Ask the funder if you may recognize its gift in bro- 


chures or newsletters. Keep your relationships strong by keeping your promises. 


From The Institute for Conservation Leadership, Bozeman, Montana. 


Continue Your Research 


Besides continuing your grant source search while you wait for a decision on your last proposal, you should 


also spend your time identi 


ing new trends in grantmaking. In the past decade, funders have changed their 
focuses. Once, government and most foundations focused almost entirely on funding projects where they 
were needed most. Today, while need still drives funding allocations, many funders are looking for projects 
thar propose creative solutions to community problems; others are looking to test promising models in new 
circumstances; and others are seeking a means, through grants, to quantify their impact on a geographic area 
or with a specific population. 


If you sign up to receive grant notices (www.grants.goy and wwwfdncenter.org), you will begin to notice 


ilarities, or movements, in criteria and programs across governmental departments and among foundations. 


Waite You Wait 


For instance, the federal government began offering bonus points for faith-based organization applicants 
in 2002, a practice that held true across most departmental offerings. It stopped offering points around 2004 
and began a different approach to improving faith-based organizations’ competitiveness on federal grants. 
Foundations began, almost collectively, to emphasize outcomes rather than objectives about a decade ago. And 
collaboration has been an emphasis of many grantmakers for many years. 

‘Try to spot these trends and prepare your organization to respond to them. For instance, if you see two RFPs 
or guidelines that both ask for your plan for professional development programs for staff, you should begin con- 


sidering professional development plans for your staff or build that component into the design of new projects. 


Know Your Score 

The IRS Form 990 was designed as a tax form but, through its wide availability, has become 
by default the primary financial communication of a nonprofit organization. The new Form 
990 is an improvement, allowing organizations to describe their purpose and accomplish- 
ments on the first two pages of the form, in effect telling their story before getting into 
detailed information. 

Guidestar.org is the primary point of access to a nonprofit's 990 form. Organizations 
can—and should—proof what is written about them on the site and update the optional 
information sections. For instance, uploading audited financials can earn the organization 
a special seal. 

In addition to Guidestar, there are a number of charity rating websites; some of the 
largest include Charity Navigator, the American Institute of Philanthropy’s GivingWell, and 
Better Business Bureau's Wise Giving Alliance. Each use different criteria (not always 
transparently) to rate organizations. Based mostly on financial performance and corpo- 
rate governance, the ratings don’t include assessments of success in accomplishing the 
organization's mission. When high ratings are given to organizations with low overheads 
relative to revenues, the raters may actually be rewarding inadequate investment in effec- 
tive staff or back-office systems rather than efficiency. 

If your organization is on any of these lists and does not score well, be sure you under- 


stand why this is so, and be prepared to discuss it with potential grantors. 
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‘When Government Administrations Change 
Each presidential and congressional administration brings with it a platform of ideas for improving life in the 
United States. Grant programs offered by the federal departments generally follow suit (when Congress endorses 


the president), so within a year of an administrative change, you can see grant programs changing. If the 


jent is elected to a second term, the grant programs change dramatically to support the ideas he proposed 
in his campaign or the initiatives and crises to which he must direct financial resources. Programs funded by 


state government also transform with changes in administration. There is nothing a nonprofit can do to create 


an environment more receptive to its proposals, nor anything it can do to prevent an environment that is not. 


‘The best thing a grantwriter can do during a change is to anticipate these shifts and help the nonprofit po: 


itself so that it is ready to respond to new grant opportunities. 


Often throughout an administration a particular program is offered year after year, so if your proposal fails 
once, it can be revised and submitted again, However, you must be aware that changes in administration and 


the composition of Congress can cause the end of a grant opportunity. Endeavor to get it right the first time 


and no later than the second. 


When Foundation Staffing, Structures, or Programs Change 

Nothing in grantwriting is more disappointing than learning that your favorite grants officer is resigning from 
his or her position. Some are years-long relationships and, though projects are not funded based on this, the 
relationship has deepened the understanding of the nuances of your organization and its situation, making your 
job as grantsecker easier. 

If you lose your grants officer, be sure to meet his or her replacement, particularly if you have a grant from 
the foundation at the time of the changeover. You may simply have a meeting to update the new officer on the 
progress toward your objectives of, in some cases, your former grants officer will introduce the two of you to 
facilitate the transfer of responsibilities. 

When a grantmaker’s program focus or grantseeking processes change, you may or may not be notified. 


Ifa program focus changes, your existing grant will not be in jeopardy; however, you will not likely receive 


funding again from that source unless you also meet the new program criteria. When processes change in com- 


munity foundations, the foundation often has a series of meetings that grantseekers can attend to hear about 


the changes; when they change in private foundations, you are often left to your own devices to approach the 
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foundation in the correct way. Never use old guidelines to submit a grant to a funder. Always double-check the 


foundation's website or request a new set of guidelines and applications for each grant. 


CHAPTER 12 


Yes or No 


You Got the Grant! 

Congratulations! Your hard work has paid off and your organization has been awarded a grant. Ifyou are a staff 
member of your organization, you've just begun the real work; if you've written the grant, the applicant likely 
has a few more writing jobs for you. 

Ifit wasn’t determined before you applied for a grant, decide immediately how you can use the announcement 
of your award to the grantmaker’s and your organization's best advantage. Receipt of the grant means that you 
have an organization worth talking about. 

Sometimes announcement of a successful grant award is a part of your grant contract. On occasion, 
particularly with corporate giving programs, the grant proposal often contains a section on how you will 
acknowledge the grantmaker’s gift. Perhaps it wants you to put up a permanent sign, announce the grant 
award to the media, or use its name in your organizational literature. Be sure to acknowledge all gifts in the 
way the donor prefers. 

Ifyou still have money to raise, use a grant award as an inducement to attract other funders. Announce that 
the gift has brought you to the halfway point of a $2 million capital campaign or that it has enabled you to 
purchase a van and you're looking to local funders to help you underwrite other program components. 

If your grant is for operations, the press may not find it newsworthy, but you know how precious these unre- 
stricted funds can be. Share the news with your board and have a brief celebration with staff. In other words, 


take the good news and share it! 
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Is Your Organization Media Ready? 

You will not send out a media release for every grant you get. But you will for some, so you want to have a 
strategy. Plan ahead of time how your organization will work with local media and build your relationships with 
reporters and department leaders. And don't forget social media—Facebook, Twitter, and the other places your 


organization has an online presence are good places to announce your good news. 


Develop a media list with fax numbers, addresses, and email addresses. When your grant award is newsworthy, 


for example, if you have a project or initiative thar you'll be launching soon and this grant is a milestone in its 
launch, take the grant award as your cue to announce the project to the world. 
If the grant is very large, is a capstone, or is otherwise important to the public, consider a media conference 


and invite the grantmaker (or federal representatives if you received a federal grant). Plan a demonstration of 


your new project, if possible. Write a media release that states the facts and creates excitement about the project. 
Ifyou also plan a media conference, include an announcement of the event in your release. Send a draft of your 
media release to the grantmaker for approval before you send it to media. 


The following is a sample news release about a grant award. Like a grant proposal, it has a format that you 


can follow. 
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Sample: News Release About a Grant Award 


Indicate the person the media 
can contac if they have ques 


FOR IMMEDIATE RELEASE CONTACT: Ed Director <—— tions wie wing your toy. 
June 12, 2012 Green Valley Metro Council i 
555.555.5555 ee ot eel ae 


media Sometimes the media 
release is sent beforehand 
and is designated “or lease 
‘on. rather than for immedi 
ate release, 


TECHNOLOGY INFRASTRUCTURE GAPS UNDER REVIEW <—— Provide hesaine. 


GREEN VALLEY, MIDWEST, June 12,2012 The Green Valley Metropolitan Council today | the datetine includes 


the oy, state, and date 
of release 


announced that its Electronic Technology Infrastructure Planning (e-TIP) Commission will 


launch a full-scale investigation into the existing technology infrastructure and identify potential 


or existing gaps in service needed to access electronic information, thanks to a grant from 


‘The fist paragraph states the 
Meridian’s “Digital Inclusion Award Program.” ews item. 


The e-TIP Commission, which was empaneled by The Green Valley Metropolitan Council in fall 
2012, consists of representatives from County and City government, the City Media Center, The 
Convenor, Green River Area Chamber of Commerce, The Right Place, Service Network, and <— 


Hospital Health, U.S, Representative Robert Prader, a Washington D.C. advocate for equitable 


access to technology, endorsed the Commission and has promised to attend future meetings 


Media releases typically are 


when he is in Green River. double spaced. 


Commission member Barbara Keller, President of the Right Place, which promotes Green River 
as a place for business relocation, said, "The work that the Commission will take on is critical to 


our current economic health and our future growth. Businesses need to know that, if they decide 
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to come to the Green River area, we're prepared to offer state-of-the-art electronic connections to 


the Internet and e-bi 


The third and fourth para 
gaps usual contain quotes t 
by leaders of the arganiza- 
tions. The grentmaker might 


also provide a une fr you 
Toiusel ne Reese David Crane, executive director of the City Media Center, said, "Closing the Digi 


another way to build unity and equity in our community. That makes the Commission’s work 


critical to the social fabric of greater Green River.” 


The e-TIP Commission will build on lessons learned in Austin, Texas, and other communities 
that have launched similar projects. Members will spend a year identifying the existing 
technology infrastructure and gaps between that and the ideal. Early in year two, they will 
produce maps and write a report outlining their recommendations for ensuring that all residents 
have access to information technology. Before disbanding in year three, members will work 


with area businesses and organizations to promote implementation of their recommendations. 


The release incides the 
arvounothe ava : oie ; : ee ; 
Ed Director, executive director of the Green Valley Metropolitan Council, said, "We're very 


pleased that Meridian recognized the importance of planning for technology and provided this 


> $42,500 grant. Coupled with matching funds from the Commission members and local 
Foundations, the Meridian grant will allow us to hire a project coordinator and move the 


initiative forward.” 


John Bear, mayor of Suburb and chair of the Metro Counc’ 


said, “Cooperative efforts like the 


¢-Tip Commission, which bring together the private, public and nonprofit sectors are very 
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exciting, and, in my experience, nearly always successful. I’m pleased that Metro Council is 


addressing all aspects of the regional infrastructure.” 


The Commission will meet regularly at The Metro Council offices in the Big Building. To view 


monthly updates on the e-TIP Commission’s findings and work, please go to 


www.etipcommission.net. 


Meridian is a statewide utility and launched its “Digital Inclusion Award Program” two years 


ago. It has, to date, made more than $500,000 in grants throughout the state to projects that hold 


The wording of this last paragraph describing the 
funder may be provided by the foundation. If the 
foundation indicates, you should eredit them for 
their gt in the same manner in all communica 
tions, Tis ret ine is generally just a bret state 
‘ment about the foundation's existence and mission 


promise for closing the digital divide. < 


### +~——_ } one marks centered on the 


Media releases end with tree 


age 
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Grant Agreements 

‘A grant agreement is a contract between the grantmaker and grantee that outlines the terms of the work to be 
performed, payment information, and, often, reporting requirements. The agreement can be very technical and 
involved, or it can be quite straightforward and understandable. Unless both you and the grants officer have 
negotiated different terms than those presented in your proposal, you will often see the goals and objectives 
you set forth in your proposal reiterated in the agreement. The method and timeline for the evaluation is also 
restated in the grant agreement. 

When you receive a grant agreement, if you are on staff, have a meeting with your executive director, finance 
officer, and board chair, if appropriate. IF you agree to the grant terms, the executive director and sometimes the 
board chair will sign the agreement and return it to the foundation with their thank-you letter, It is considered 
bad form to cash a check for an enclosed payment before returning the signed grant agreement. 

If the grant is large and complex, a good grants officer will seta time to talk with you about the foundation’s 
expectations. If you don't hear from the officer, call him or her and schedule a meeting with the appropriate 


staff. In the meeting make sure that you are absolutely clear about conditions and reporting requirements. 


When Things Change 

If itis not stated in the grant agreement, clarify the rules about budget changes. Itis very 
common for expenses in one category—for instance, the salary of a bilingual RN—to be 
higher than anticipated and you may wish to offset the amount from a different category. 
While some funders may permit outright budget changes of 10 percent or less, others will 
not allow any budget changes that are not pre-approved. Be sure that you know what 
the grantmaker's policy is, and be sure that the appropriate staff understand and heed 


the policy. 


In the following sample from a corporate foundation, the funder expects that within a year the organization will 
have completed its challenge, made capital improvements, and progressed in its service goals, That may still be true 
and you will be on track to deliver on the promises made in your proposal. But, as likely, some circumstances may 
have changed in the months since you wrote the proposal; for example, a key employee has taken a maternity leave 


that could delay the project. If you think you'll need more time, ask now for that six-month extension. 
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Sample: Grant Agreements 


October 7, 2012 
Name 

Address 

City, state, zip 


Dear 


At their October 3, 2005 meeting, the trustees of the Large Corporate (LC) Foundation 


Ramee awarded your organization a $160,000 grant ($125,000 outright and a $35,000 1:1 


aust raise $35,000 from challenge grant in year two for business and individual donors) to support the Helping 
bushesses an india Hands capital campaign. A check for $125.000 is enclosed. 

request the nl payment of 

the gant. 


After you have raised the challenge ($35,000) portion of the grant, you will need to 
submit a list of donors/businesses and their contribution amounts before the Foundation 


The foundation wll ot accept will release its payment. Money that will be eligible for the challenge includes all cash, 
beecldiopaend () pledges, and/or grants raised specifically for your program between October 2, 2005 and 
-—» November 15, 2006. Please discuss the terms of the challenge grant with your board to 


determine whether you feel you can successfully meet the challenge. 
ifthe staf and board ape 

that they cannot mee the 
halen, te shuld pote 


‘On October 2, 2006, you will need to submit a brief yet complete report outlining the 


decline the entie gat, previous year’s activities in order to receive the challenge portion of your grant. In this 
Herertl tue! ranean report, you should include the following information: 
This lnforation that was 2) Qutloble for future funding 
proba nat promise in the © Success you have experienced in raising additional funds 
proposal, but its general * Actual project revenues and expenditures 
requested in proges eps 
tothe funda, © Copy of your most recent audit 
© Change, if any, in service population 
* Roadblocks and/or successes you have experienced with the project 
* Actual number of people served in each service in comparison to previous five years 
Caceres nna * Modifications to the original project design 
campaign > Before and after photos 
© Status of your rental agreements 
* Impact of the new building on services 
hes * Actual outcomes in comparison to planned outcomes as follows: 
from the objectives contained - 90 percent of clients reported that the food and clothing pantry resolved 
inthe gant propos }—_______» their immediate crises. 


- 83 percent of returning clients reported that they had received a referral at 
their first visit 

- 25 percent of returning clients reported that the previous referral helped 
them meet their needs 

- 80 percent of returning clients reported that because of your help, they 
were better able to meet their needs than the last time they had visited 

- 100 percent of teen moms scored between 80 and 100 percent on the 
parenting attitude score 
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- 40 percent of teen moms scored between 80 and 100 percent on the 


communications skill assessment 
- 100 percent of teen moms reported that they practiced abstinence or use 
effective contraception and were not pregnant. One hundred percent did 
not appear to be pregnant. 
- 80 percent of teen moms said they felt confident they will finish school 
+ Actual success in moving capital campaign donors to annual donors 


Also provide any other information you feel would be helpful as we evaluate the 
effectiveness of our grant to your organization, The report is due in the Foundation office [asaya epng 
by October 2, 2006. dastyar sacs 


Congratulations on the award, Please feel free to contact me if you have questions. 


Sincerely, 


Grants Officer 


You Got the Grant, But... 
Sometimes you get a grant, but it's not what you asked for. Sometimes, you didn’t ask for a challenge grant, but 
that’s what you got. Sometimes, you ask for a certain amount of money, and you are awarded less. 

First thing to do? Be gracious. Thank the grants officer or other staff person who informs you of the award. 
You can ask questions about the terms of the award (duration, conditions, etc.), but be careful that you do not 
sound defensive or angry. There is no way to ask “why didn’t we get what we asked for?” without sounding angry. 
Say thank you. Hold off making an announcement, Wait for the grant agreement. 

‘When the grant agreement arrives, read it carefully. In many cases, a foundation will have reduced the level 
of service it is asking for under the grant terms, or it will have established a challenge requiring you to raise the 
additional funding before you can receive payment on the grant. Accept the grant graciously unless you are fairly 
certain that you cannot meet the challenge and/or new requirements. 

In rare circumstances, and primarily with government grants, you may be awarded a lesser amount than you 
requested, but you will be held in the grant contract to the same goals and objectives that you proposed. This is 


a difficult situation. Review the reporting requirements contained in the grant agreement. 


Yes on No 


Government grants have increased their criteria for progress and close-out reports. So, not only must you per- 
form on all your goals and objectives, but you must also carve out time to gather data and write comprehensive 
reports to the government. In these situations, if the grant award is substantially less and you are relatively sure 


you cannot achieve the objectives outlined in your contract, you may have to decline the award. 


When Things Change, Continued 

If you cannot meet the objectives detailed in the grant contract (which usually refers to 
your grant proposal for full details) you should contact the grants officer prior to making 
changes. If terms must be renegotiated (e.g., you have rethought your objective to hire a 
marketing coordinator as in the example above), you should call your grants officer to see 
ifthe contract can be revised. Making changes without notification can not only strain your 


relationship with the foundation, but put you in breach of contract. 


Progress Reports 
Progress reports are reports made by the grantee to the grantor at various prescribed intervals during the grant 
period. A final report is written at the end of the grant period. The person who coordinates or oversees the 


project implementation and day-to-day activities is the best person to write the progress report. Schedule these 


reports right away so you don't forget. 


Sample: Benchmark Grid 


Campaign benchmarks 

2006/07 ro [9 [3°90 [#90 

Project Coordinator in place x 

Marketing Coordinator in place x 

Developing/Implementing Marketing Plan x x x 

Project generated income $5,000_| $10,000 | $15,000 | $20,000 

Events 15 30 45 60 

Volunteers hours 50 75 100 120 

Lease income 0 $2,000 | $3,000_| $3,000 

Program income $5,000 _| $10,000 | $10,000 | $10,000 
Number of program participants 25 50 50 50 

Number of Membership services rendered 0 50 75 100 

Campaign Cabinet in Place xX 

25 Solicitations for funds accomplished x 

$250,000 raised since Jan. 1 xX 

Public portion of campaign launched — “Buy x 

a Seat” 
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If you have not already established benchmarks, you should consider breaking annual goals into quarterly 
goals using the timeline and objectives from your grant. Benchmarks will help you report progress as often as 
quarterly. The following is a sample benchmark grid for a capital campaign: 

When you then write a progress report, you can see at a glance what you have promised to accomplish each 
quarter and report whether or not you are on track to achieve your objectives. Be sure to deliver complete prog- 
ress reports on time. If terms must be renegotiated (e.g., you have rethought your objective to hire a marketing 


coordinator as in the example), you should call your grants officer to see if the contract can be revised. 
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Sample: Progress Report 


Green River Youth Center, Inc. 
Camp Orleans Improvement Project 
Progress Report 1: January 2012 


Progress Toward Stated Outcomes: < 
The overall goal of this project was to strengthen and broaden programming by hiring a 
Camp Director and developing and implementing related activities at Camp Orleans. 


The Executive Director of Youth Center hired a Camp Director on September 9, 2005. 
‘The camp director holds a Bachelor of Arts degree in education and has established a 
home in the Director's cabin at Camp Orleans. 


Other objectives for the project and progress toward each follow: 

* Camp enrollment for summer 2005 was 328, up 10 percent from previous year. 

* Private rental use of camp in 2005 included ten groups and more than seven hundred 
participants. The types of groups expanded to include Toys for Tots, Major 
manufacturer, suburban School District, Boy Scouts of America, Girl Scouts of 
America, Green River Police Department, Indigent Health Services, and Core City 
Ministries. 

* Camp Orleans sponsored a week-long youth soccer camp with Green Valley State 
University in July 2005 and plans another in summer 2006. 


Status of final two objectives, slated for summer 2006 and the end of the grant period: 

* Youth Center has not yet developed and implemented the week-long youth leadership 
camp that is scheduled to begin in summer 2006 but expects it will meet this 
objective by the scheduled target date. Currently, Director and the camp director are 
meeting with various community leaders and interested business leaders to develop a 
curriculum and outcomes for this project. 

* Youth Center anticipates that, despite a minor delay (three months) in hiring the 
appropriate Camp Director, it will still be able to demonstrate by year four that the 
Camp Director position is sustainable through increased uses and fees. 


Although not a specific goal of the project, the new Camp Director benefited from his 
participation in a four-session outcomes assessment seminar held by United Way. His 
new skills will be applied to further collaboration with other camp directors and to all 
programs at Camp Orleans. 


1. Special Terms and Conditions 
‘The Foundation grant award of $35,000 had no special terms. 


‘an outline of the progress 
‘report is provided by the 
agantr, often in the grant 
‘agreement, but sometimes 
separa, 


Restate your goal and objec 
tives from the gant proposal 
or gat agreement. 


2. Use of Funds < 
Youth Center has expended $20,139 of the $35,000 grant award toward camp/program 
improvements. Expenses include a minor soccer field, thirty-two bunk beds built to 
prototype, and renovations to two cabins, The remainder of the grant award has gone to 
pay a portion of improvements to the Camp Director’s year-round home at camp. 


Describe grant fund expend 
tures in detail, 
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I's @ good practice to save 
media stores about gran 
funded programs and attach 
copies to your progress 
reports. 


3. Unanticipated Benefits or Problems 

Finding the right person with the appropriate skills, desire, and “calling” for the Camp 
Director position was Youth Center’s primary hindrance toward completing objectives. 
Tthas been the Executive Director's experience that waiting for the right person is the 
most cost-effective and appropriate course of action, and he is pleased with his final 
choice. Camp Director has already garnered positive attention from the local media (see 


‘his section should address 
ways the organization used 
the grant to aise other funds 


> attached news article). 


Youth Center has received throughout 2005 other positive media attention and coverage, 
which was quite unanticipated. Much of the attention has focused on community 
involvement with the organization and/or with Camp Orleans. Press clippings were 
attached to the May 2005 progress report. Although there is no tangible measure for the 
effects of the publicity, staff surmise that this will assist in several objectives, including 
increasing the number of campers each summer and increasing rental opportunities. 


4, Continuation Funding 

Youth Center is basically on schedule with supplementing the Camp Director's salary 
through increased camp rental and fees, and still projects that by year four, the salary for 
the position will be sustained entirely by camp income. New programs are self- 
sustaining after the initial cost of improvements, which are paid for with grant funds. 


; > 5. Assistance with Additional Funding 


‘The Foundation grant has enabled three significant projects to upgrade camp facilities for 

expanded and year-round use: 

* Construction of a competition-quality minor soccer field at Camp Orleans at a cost of 
$12,595. 

© Manufacturer employees donated materials and time to design and build a prototype 
bunk bed. As a part of the "Adopt A Cabin” program, these employees donated five 
crafted bunk beds to completely refurnish “their” cabin, They also provided Youth 
Center the prototype so that we were able to have another thirty-two bunks 
constructed at a cost of $142 each ($4,544 total). 

* Renovations to two cabins included installation of running water and showers at a 
cost of $3,000. 

* Renovations to the Camp Director’s cabin ($5,000) to provide year-round 
accommodations. 


6. Lessons Learned 

‘The proposal to hire a year-round camp director and open the camp for year-round use by 
businesses and organizations was based in sound research on other successful programs. 
All new programs, including football and soccer camp, have been well received and 
Youth Center plans a youth leadership camp in summer 2006. Youth Center would not 
do anything differently but is open to lessons it may receive as this project unfolds 


Yes on No 


Sorry, Your Proposal Was Not Funded 


Statistics indicate that you will write more proposals that fail than succeed. All grantmakers receive far more 


proposals than they can fund. 


A Balancing Act: Encouragement Versus Promise 

Program officers walk a fine line: they must encourage you through the grant review pro- 
cess but not imply that your proposal will be funded. A grants officer never knows how the 
board will vote. The officer will never tell you your funding is a guarantee; in fact, the officer 
will remind you throughout the process that he or she cannot predict an outcome. Despite 
that, many applicants take a grant officer's encouragement as promise. They hear what 
they want to hear. Be clear in your own mind during your pre-grant meetings with program 


officers that nothing is sure until the grant check is in hand. 


Whose Fault Is It? 

Even a proposal targeted to the right audience that exactly fits a grantmaker’s guidelines and describes clearly 
and concisely an innovative response to an urgent community problem can fail ro be funded. There are reasons 
outside your control. 

Funders may have spent their allocation to a program area for the year, or they may have just attempted 
something similar to your project elsewhere. Foundations may have made a number of long-term grants and, 
asa result, have less money to grant overall in one year than in another, The federal government may have an 
unstated goal to distribure grant money in each of the fifty states before funding additional projects, and an 
organization in your state has already gotten a grant. 

Sometimes your proposal can look very promising, ‘The staff of a foundation might think it exactly fits their 
guidelines; you've armed them with all the information they need to be advocates for your proposal and the 
foundation has the money. Yer, the grants officer calls after the trustee meeting to tell you your proposal has 


been denied. This 


difficult for the program officer. It takes only one trustee to point out a flaw or to question 
an approach, and the trustee often has more influence than the grants officer over the board’s final decision. If 
your proposal made it as far as the due diligence process, with a site visit or other communication with a grants 


officer, and the program officer has not offered an explanation, you should politely ask why your proposal 
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was declined. Often, the grants officer will try to explain what happened to turn the decision, especially if the 


information will help you in other fundraising or with later proposals to that foundat 


n. 

If your proposal was declined without a lengthy review, the answer might be in the decline letter. Should you 
call to get a more detailed response? That depends on your relationship with the funder, and what precisely you 
want to know: For instance, if the request was deemed not within the scope of the program area, you will not 
be able to get an opinion on the strength of the proposal. Remember, however, that unless the grants officer 
specifically asks you to resubmit, it won't matter if you make all the changes she suggested—your proposal has 


been declined. 


Requesting Reviewer Notes 
‘When you go through a competitive grants process such as those offered through government RFPs, you can 
request reviewer score sheets for review. These score sheets indicate the number of points each reviewer assigned 
to each section of your proposal and provides his or her comments on the section and on the proposal as a whole. 
Ifyou can, request reviewer comments (they will be offered in the decline letter), particularly if you intend to 
try again for a grant during the next cycle. 
‘The following is a summary of grant reviewer scores and comments from a failed Department of Education 


grant for gifted and talented students: 


Yes on No 
Sample: Reviewer Comments 
Section Maximum Reviewer 1 [Reviewer 2 | Reviewer 3 
score 

Need for project 20 i5 15 is 

Project design 25 18 15 22 

Project personnel__| 70 5 5 8 

Management plan__| 20 10 12 5 

Evaluation 2 18 25 20 

Total 100 66 72 83 


Strengths 
RI: Project seeks to expand differentiated instruction that has been utilized and proven 
effective in gifted and talented (G/T) programs to all classrooms of the district. The plan 
would allow for unidentified G/T students’ access to instructional methods that will 
increase the academic performance. 


R2. The use of differentiated instruction in all classrooms will link G/T strategies for all 
students and may lead to significant gains in teacher knowledge, student achievement, or 
both. There exists a specific gap in services for G/T students, 


R3. School district has serious commitment to G/T programs for K-6 students. 
Weaknesses 

RI. Although the project broadens the use of gifted and talented strategies for additional 
students, the whole school approach diminishes the value of the funding for the very 
population it aims to serve. 


R2. The proposal does not add significantly to the research in the field of G/T students. 


R3. The differentiation model assists all students. Consequently, it will require extensive 
efforts to meet the needs of G/T students. 


Note that the reviewers had a wide range of scores, but they seemed to agree that the approach—expanding 
a gifted and talented teaching methodology called “differentiation” district wide—was not the primary purpose 
of this grant opportunity. In addition, the information provided by the federal government indicated that 
it received 140 applications for funding, and it funded fourteen projects from the competition. Even if the 
proposal had scored in the nineties, it likely would not have been funded with such stiff competition. 

If che applicant intends to try again for a G/T grant, school administrators will need to agree to try a different 
program approach. However, if their commitment is truly to expanding G/T methodology throughout the 
district, they should stay committed to the approach rather than change it to chase grant dollars. 

If, however, the approach were not in question, the grantwriter should take the review criteria and the com- 


ments on each section and use them to strengthen a proposal to submit in an upcoming grant cycle. As illustrated 
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in the review comments, the two weakest sections overall on the grant application were project personnel and 

the management plan. While the need will likely not change before another grant cycle, the two weakest sec- 

tions can easily be strengthened with more detail or a clearer articulation of the management plan. 
Government grant competitions may come around again year after year and, thus, create new opportunities 


to learn from your earlier mistakes. However, if your proposal is not funded by a foundation, you should not 


resubmit, especially for the same project, unless asked specifically to do so by 


uur program officer. 


A Cautionary Note 

If you have a grants officer who is specific in discussing flaws in your proposal as back- 
ground to explaining why it was declined, do not take this as an invitation to fix the problem 
and reapply. Some grants officers hesitate to provide specific information because it cre- 


ates unrealistic expectations that your grant will be successful next time. 


CHAPTER 13 


PROFESSIONAL GRANTWRITING 


Is This the Life for You? 

Sometimes freelance writers develop a specialty in granewriting to tap into the nonprofit market and expand 
their clientele, sometimes fundraisers become great grantwriters while on the job, and sometimes nonprofit 
leaders develop grantwriting skills out of necessity or to make themselves more attractive to potential employers. 
Many of these people move quite naturally into full-time careers as grantwriters—spending their days (and 
nights) searching for the most appropriate funding matches, nurturing relationships with community partners 
and local funders, designing projects for reactive grantseeking, developing strategies for proactive grantsecking, 
and writing grant proposals and letters of inquiry. 


Is it the right career for you? 


Fundraisers and Grantwriters 


People who do not work with the nonprofit sector often confuse the jobs of fundraisers and grantwriters; 


however, they are very different jobs for very different types of personalities. Which are you? Take this short quiz 
to determine which job is right for you: fundraiser or grantwriter. 


Select one of the following choices: 


Column One Column Two 


Tprefer to work alone. 
I prefer quict evenings at home. 

I'm generally introspective and quiet 
though I can rise to the occasion in meet- 
ings with small groups. 

Tove casual Fridays when I can be myself. 


I like meeting new people. 
I love going out in the evening. 

I'm not at all shy. 

I dress well; grooming is important to me. 


Thave the gift of gab. 


Thave the gift of prose. 
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Fundraisers, or “development directors,” are generally far more social than are grantwriters, and they need to 
be. Though fundraisers often write proposals as a part of their work, their larger job is to cultivate relationships 
with individual donors and to ensure continued support for the organization's operations. If you selected more 
from column one than column two, you may want to look into developing your grantwriting skills to become 
the best development director you can be. If, on the other hand, you are really a writer trying to develop a 


specialized skill, you should be clear that you are seeking employment as a grantwriter. 


Freelancers and Employees 


‘The bad news is that while there is a market for grantwrit 


skills, there is also great difficulty getting a position 
when grantwriting is your only skill. 

Ifa nonprofit organization is large enough to have a full-time fundraiser on staff, that person usually writes 
grants, coordinates fundraising events, builds relationships with community donors, and handles public and 
media relations for the organization. Though this situation is beginning to change, few nonprofit organizations 
hire a full-time grantwriter in addition to a full-time fundraiser. If you are looking for a full-time grantwriter 
position, you should look for employment opportunities in larger school districts, universities, hospitals, 
national-scope nonprofit organizations, or research centers. 

Freelance grantwriters, on the other hand, can find work in any community that has nonprofit organiza- 
tions—in other words, in any community. Nonprofit organizations always need someone knowledgeable and 


skilled to search for opportunities, to discuss proactive grantseeking strategies, and to write proposals on their 


behalf, Freelance work requires flexibility to work through peaks and valleys of your workload—the ability to 


go without sleep in the former case, and a savings account in the latter. 


Certification 
Certification as a Granewriting Professional may help you get a job or a new client. You can seek certification in 
a number of ways. First and simplest, many universities and community organizations offer a course that results 
in a certificate of completion for those who have successfully completed their grantwriting course. 

More relevant would be a certification through Grant Professionals Association (hetp://grantprofessionals 


.org) or the Ame! 


)). The Grant 


an Grant Writers Association (hrtp://www.agwa.us/certifiedgrantwritercredenti 


Professionals Certification Institute (GPCI) administers a certification program that measures an individual's 


PROFESSIONAL GRANTWRITING 


ability to provide quality grant-related services within an ethical framework. It was established in 2004 by the 


Grant Professionals Association (GPA) to ensure test integrity and independence. The GPC examination was 
designed within National Commission of Certifying Agencies guidelines and has been psychometrically proven 


to be valid and reliable. The American Grant Writers Association administers a Certified Grant Writer” Exam, 


which has two components: four objective questions (on researching, program development and proposal wri 


ing, budgeting, and professional ethics) and a writing sample. 


Finally, you might seek certification as a fundraiser. The Certified Fundraising Executive (CFRE) title admin- 
istered by the Association of Fundraising Professionals (www.afpnet.org) takes into account your level of educa- 


tion, experience in fundraising, and also various “continuing education” courses offered by the AFP and others 


that count toward your certification. 


Check Your State Law 
In many states a fundraising professional must have a CFRE, but a grantwriter may not be 


required to be certified at all. 


Licensing and Registration 

Ifyou work as an employee of a nonprofit organization, you work under its license granting permission to raise 
funds from donations and grants (and therefore, to enable a tax deduction for gifts). If you are working as a 
consultant, you must check your state laws. Today, professional fundraising consultants must be registered (and 
pay a licensing fee) in most states. Each individual state determines its definition of “fundraising professional/ 
consultant” and may or may not requite you to register if you solely write grants; that is, if you do not attend 
meetings between funders and clients, ask a funder for money directly, prepare and submit proposals directly, 
work on fundraising events, or advocate for funding on behalf of your clients. You will be classified as a fund 
solicitor (and an unethical grantwriter) if you charge or accept performance-based fees or if you handle donor 


money in any way. 


Specialists and Generalists 
Every segment of the nonprofit sector has its own specialized vocabulary, and it is important that the grant 


writer learn that vocabulary both as a means to express the organization's mission and goals and as a way to 
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communicate with the audience, particularly if the proposal judges are peers and experts in the field. Remember, 
though, to explain all insider language when you are writing to an audience of generalists in the subject. 

Some grantwriters specialize in a particular segment of the nonprofit sector, such as writing proposals for 
medical research or for health services. These individuals generally have special education or a background in 
the field and have learned the vocabulary and concepts necessary to develop knowledgeable, strong proposals. 

Most grantwriters, however, are generalists who work with nonprofits that do not require extensive and 


specialized skills and knowledge in addition to those required to be a good writer and grantseeker. 


Earning Potential 
Different regions of the country have different costs of living and earning potential, so it is impossible to say 
what you should charge for grantwriting, In general, a full-time employed grantwriter should earn a salary 


commensurate with that of other midlevel managers in the nonprofit organiz: 


n. A grantwriter may not earn 


the same wage as midlevel managers in regional businesses because work in the nonprofit sector often pays less 
than similar work or positions in the for-profit sector. 

Freelance writers can establish their own hourly or project rates, though many have two rates—one for busi- 
ness and one for nonprofit, with the nonprofit rate being slightly lower. This is one of the few instances in which 
the value the market holds for a service or product does not necessarily dictate what it will pay. 

Everyone in the nonprofit sector must be careful stewards of the organization’s money, ensuring that the 
always scarce funds are spent on services to the target population. If you are just starting out, set a lower rate 
($25-$40/hour) and increase it as you prove your worth. 

Ifyou intend to write grants as a freelancer for several nonprofit organizations, you should be sensitive to their budget 
issues. Try to establish a flat rate for projects so the organization can budget for your services. Once you become experi- 
enced, you can look at an REP and judge the amount of time it will take to complete the project. Add about ten hours 
to the estimate if you are working with a new client and need to plan time for extra meetings or reading and research. 
Provide the potential client with a budget that says, “project rate will not exceed § —.” It'salso a good idea to show the 
potential client how it can save money by saving you time, Is there someone on the client's staff willing to gather data you 
need? Is the executive director willing to complete the forms, and can the finance director complete the budgets so that 
you are not drafting them for the clients’ review? When clients receive a final invoice below your ceiling estimate, they 


are pleased with both themselves and you—and they are more likely to call you again the next time they apply for grants. 
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On rare occasions, after you have built a clientele, one or more clients may put you on retainer. That is, they offer a 
monthly fee in recur for a minimum number of hours. The terms are negotiable, but you might consider reducing 
your hourly rate, for instance, from $60 to $50, in return fora guaranteed $1,000 monthly income and twenty hours of 


work. These situations help stabilize a freelancer’ finances and assure the nonprofit of your ongoing interest and effort. 


Building Your Grantwriting Business 
Breaking into the Field 


Many grantwriters break in to the field of grantwriting on the job; for example, a fundraiser or executive director 
who writes a grant out of necessity. If you are considering grantwriting as a consultant to nonprofits, you should 
probably volunteer to write a few proposals to build your skills. Your first foray into grantwriting should be a 


simple reactive proposal, such as the one that follows, in which you follow the directions and help the organiza- 


tion shape a program that responds to the REP and the needs of the target service population. 


Department of Education and United Dairy Industry of State 
2012-2013 State Focused School Breakfast Challenge Grant 


‘The State Department of Education (SDE) and United Dairy Industry of State (UDIS) 
invite your district to apply for a State Focused School Breakfast Challenge Grant. Only 15 


State districts have been invited to apply for this grant opportunity. 


Eligibility Criteria: 
‘To be considered for the State Focused School Breakfast Challenge Grant, schools must: 


1, Complete and submit an accurate grant application, 


. Have greater than 50% of its enrollment eligible for free or reduced price school meals. 
3. Have less than 35% of its cotal student population participating in school breakfast 

4, Have NOT received a School Breakfast Challenge Award in either the 2008-2009 or 
2009-2010 school y« 


5. Have support/backing from the district’s superintendent, principal(s), school nutrition 


director, and school nutrition manager(s). 


Grant Amount: Grant recipients are guaranteed a minimum of $30,000. Eighty percent 
(809%) of funds are to be used on equipment such as cooler bags for breakfast in the class- 
room; carts to transport breakfast to classroom or second chance breakfast; coolers to store 
milk; vending machines; or any other needed equipment. Twenty percent (20%) can be 
used for promotion of breakfast such as raffle prizes; free breakfast; taste testing new break- 


fast items; signage; or anything else to promote the breakfast program. Recipients also will 


receive 100 hours of technical assistance from a Registered Dietitian to help implement 
breakfast. 
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Application Questions 
School District Name: 

City: 

State: 

Zip: 

District Phone: 

Fax: 


District Enrollment: 


Grant Designee completing this application on behalf of the school: 
Name: 

Job Title: 

Phone: 

E-mail address: 

School Food Service Director 

Name: 

Phone: 


E-mail address: 


How do you want to change your district's current breakfast program? (Check 


all that apply) 


Offer breakfast in the classroom 


Elementary Secondary 


Offer grab and go breakfast outside of the cafeteria 
Flementary____ Secondary 


Offer breakfast after first period (2nd chance breakfast) 
Elementary Secondary 


Offer breakfast on the bus/bus loop 
Elementary Secondary 


Offer breakfast vending options 
Elementary Secondary 


Change or add to the types of foods or beverages that we offer for breakfast 
Elementary Secondary 


Increase awareness of and support for our current breakfast program among key audiences 


(ie., students, parents, administration, public, etc.) 


PROFESSIONAL GRANTWRITING 


Other: [fill in blank] 
Additional comments (optional): [200 words or less] 


Please explain briefly (200 words or less) how you will use the funds to im- 
prove your District’s breakfast program. As part of your explanation, include 
the following: 

1. How you will gain support from key adult stakeholders and students in your schools and 


get them involved in the program. 


2. How these funds will help to create sustainable changes in the school breakfast program 


that will continue after the funding ends. 


Meanwhile, explore the philanthropic landscape in your community. If you have a community foundation, 
ask for a meeting with a program officer. Review the foundation's guidelines and develop a list of relevant ques- 
tions regarding the programming of the foundation. Ask general questions such as: 

* What makes a strong proposal for this foundation? 

* What are your red flag topics or strategies, the things you don't want to see? 


* How does the grant review process work? Who performs due diligence? What kind of questions do 
you ask? 


* How can I provide the best grantwriting service to my future clients? 


You should never have this interview with the trustee of a staffed foundation. Trustees hire staff to field meet- 
ings from grantseekers of all kinds. 

Explore publications and websites by funders, philanthropy-focused service agencies such as regional asso- 
ciations of grantmakers, the Council on Foundations, and Philanthropy News Digest. Learn more about the 
resources available to strengthen nonprofit organizations by accessing search engines and using key words such 


as “NPO good practices.” 
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Ifyour local foundations do not have a staff, do your exploration on websites and ask questions of other grant- 
writers through Internet forums. One such forum is available at Philanchropy News Digest: hecp://members4 
-boardhost.com/PNDtalk. Join a local association of fundraisers or take college or university classes in grant- 


writing, nonprofit management, and/or professional writing. 


Important 
If you are freelance grantwriting, in your meeting with local foundation staff, be sure that 
you ask questions about grantseeking and the foundation in general. Do not ask questions 


specific to a client or potential client organization unless you are a registered fundraiser. 


Marketing Your Skills 

Word of mouth is your best sales tool. One satisfied client will refer you to his or her peers in the nonprofit 
sector, For a freelance writer, every job you do should generate another—either from the same organization or 
from a referral from that organization, Remember, however, that the organization will refer you only if you have 


done a good job for it. Ir will judge your performance and attitude regardless of the outcome of your proposals 


(though, of course, successful funding is always better), So treat every client like it is your only client. Keep your 


promises. Meet your deadlines. Be respectful of others’ ideas and leave your ego at home on ed 


g days. 

Advertising in the newspaper or telephone yellow pages does not generally yield good results. Grantwriting is 
a specialty not sought by the general public that uses these shopping tools. Instead, if one is available, sign up 
with a consultant referral network established for nonprofit organizations, establish a website of your own, and 
develop a brochure and business cards that you can mail to nonprofit organizations in your community. If you 
have a specialty, such as educational grants, contact your local or intermediate school district and pay for an 
advertisement in an upcoming newsletter. 


Finally, use online media. Try listing on Craig’s List or Facebook. The American Grant Writers Association 


and Grant Professionals Association both offer member advertising and lists that nonprofit leaders can use to 
find a grantwriter, Also explore websites offering jobs in fundraising or grantwriting. Some have separate listings 


of organizations looking for consultants that may be of interest to grantwriters. 


PROFESSIONAL GRANTWRITING 


Transferable Skills 


While your grantwriting skills will be in demand by the local nonprofit sector, you may also want to market the 


skills you developed wri 


ing grants in the business or public sector. Often grantwriters become very aware of the 
intricacies and systemic nature of social issues and can write compelling reports for government or funders on 
those issues. Businesses submit bid proposals frequently. These formats are similar to grant proposals, so your 
skills could be in demand in the business sector as well. You have developed skills in analytical reading, clear and 
concise writing, following directions, and meeting deadlines, among other things, each of which is in demand 
in the workplace. A good grantwriter will never want for a job. It’s more likely that, if you have freelanced for a 
number of years, you won't want a “real” job. 


You may also lead workshops on grantwriting for segments of the nonprofit sector, such as grantwriting for 


educators, grantwriting for health-care workers, or grantwriting for the arts. 


Client Benefits 
‘A good business of any kind is one that provides a necessary and high-quality product or service for its custom- 
ers. Nonprofit organizations value grantwriters. A good grantwriter saves the executive director (ED) time; he 
or she comes with a deep expertise that the ED does not have to replicate, and the grantwriter offers a service 
that is essential ro the nonprofit’s continued success. 
Staff grantwriters provide their employers with several benefits. The staff grantwriter: 

* Constantly scans the horizon for appropriate funding sources or REPs 

* Knows the organization and its target population well and can describe it easily 

* Can advocate for the organization in contract negotiations or during the development of collaboratives 


* Has good relationships with and access to the finance officer, executive director, and other organiza- 
tion personnel and can get reviews, work, and approvals quickly 


* Can provide a funder perspective during the project design process 


* Can attend meetings with potential funders 


Freelance grantwriters offer their own set of benefits to nonprofit clients. They: 


* Often are very aware of other resources in the community (possibly their other clients) and can make 
suggestions for creative and workable collaborations 


+ Can be less expensive in that they require only per project fees and not ongoing salary or benefits 


+ Are more realistic (perhaps because they are less personally invested) about a proposal’s chances of success 
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Funder Benefits 
Some funders strongly discourage the use of professional grantwriters. They believe that no one but the leader of 
a nonprofit organization can better explain what a project's goals and objectives are and how the work plan will 
be carried out. They balance this view against another reality: some good ideas get lost in poor communication. 
A good grantwriter, however, can be an asset to funders. Grantwriters can write clearly and concisely, commu- 
nicating good ideas so they don't get lost in a mass of alphabet soup and institutional jargon. More importantly, 
a licensed grantwriter can remind the leaders of organizations to hear what's actually being said in meetings, 
rather than simply hearing what they want to hear. They can break the bad news to a grantseeker when it's clear 


in a meeting that the grants officer is trying nicely to dissuade them from proposing. 


Grantwriting with Integrity 
Relationships with Funders 


Your relationships with funders and nonprofit executive directors are professional; your behavior should be 
P Pt P y 
professional at all times. 


While it 


important for you to learn as much as you can about your reading audience, you must keep some 
distance from local funders. At no time should you contact the trustee of a foundation or speak with a trustee 
about a foundation grantmaking decision, even if you encounter the person outside the foundation environ- 
ment and even if the trustee is your own father or mother. 


Unless you are writing as a staff member, it is inappropriate to contact a program officer regarding a grant- 


making decision. If you are on staff, approach this carefully and, when you are told the reason for a “no,” accept 
it with grace. If the door is still open to future proposals, ask questions about how you can best approach the 
foundation with a different proposal next time. 

‘The biggest mistake that grantees (and grantwriters if they are one and the same) make in their interactions 
with funders is to be discourteous. It's surprising, but program officers will tell you that they most often hear 
bitter complaints not when a grant is not made at all, but when a proposal receives a smaller grant award than 
requested. The proper response is not “well, why'd they do that?” or “how am I supposed to raise a match for 
that?” or “I cant possibly complete the project with that.” The proper response is “thank you.” If the grant 


agreement then arrives and holds you to the original goals and objectives but does not provide enough money 


to support those efforts, you may have to turn down the award, but again, you can do so politely and rationally. 


PROFESSIONAL GRANTWRITING 


Chasing Dollars Versus Making Matches 
Juse because there's an REP out there and your organization qualifies does not mean you have to write a pro- 
posal. Be sure that the project is one that you planned to do anyway or that something you have in mind fits 
with only minor changes to the objectives of the funder. 

Also, do not try to use grants to shore up budget shortages year after year. Deficit funding is a bad business 
practice. Remember, if you are not able to sustain a successful program after a launch grant ends, you probably 


should not have proposed it in the first place. 


Fees as a Portion of Grant Funds 
‘There are several reasons why an ethical, professional grantwriter does not work for a portion of grant funds or 
does not work for a fee contingent on the success of the application. 

First, writers generally do not work “on spec.” Grantwriters are no exception and for good cause: the success of 
4 proposal is 100 percent dependent on the quality of the program that is being proposed. The grantwriter may 
give the proposal an edge by making the subject clearer and by following directions, but grantmakers confirm 
that the quality of writing is rarely the reason a grant is made or not made. 

Second, grant budgets should contain only those line items necessary to carry out the project. Few funders 
pay for grantwriting services, and none would pay to reimburse the organization for program expenses incurred 
prior to the grant award. Plus, most funders require, at minimum, financial reporting of grant expenditures. If 
they find out that the nonprofit took a percentage off the top to pay for grantwriting services, the organization 


is unlikely to ever get another award. 


Caution 

Nationally there are a few for-profit businesses that offer to write federal grants for orga- 
nizations that they never meet. The grantseeker sends a fee and receives a federal grant 
proposal that lays out a responsive program. The grantseeker has only to add a few minor 
details and fill in the blanks with its name. This approach invariably fails and would call 
any grantwriter's ethics into question. A grant proposal should describe a local problem 
and a unique and individualized approach to solving it. The grantwriter and grantseeking 


organization should have a close relationship and open communications. 
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‘Third, the grantwriter spends his or her time writing the grant, and that time is worthy of compensation 
whether or not the product (a grant proposal) is funded. 

Fourth, and most importantly; if the grantwriter has a financial interest in the outcome of an application, he 
or she is more likely to write a proposal that answers the need and interests of the funder over the needs and 
interests and mission of the organization. 

Grantwriting services fall under most organizations’ administrative budgets, where they have allocated money 
for fundraising, technical assistance, or consultants. A community foundation, United Way, or a technical 
assistance fund of some kind may support fees to write a federal grant in rare instances, such as the preparation 
of a grant proposal for a collaborative approach to problem solving. On even more rare occasions, a local funder 


may ask and pay a grantwriter to assist a key potential grantee in framing its proposal more clearly. 


Caution 

Nonprofit organization board members cannot benefit financially from their positions on the 
board. Ifa grantwriter is asked to serve on a nonprofit board of directors, he or she may be 
asked to write grants as a way of performing one of the primary duties of a board member: 


raising funds. In most of these cases, the grantwriter may not invoice for his or her work. 


The Grantwriter’s Scope of Involvement 

If you are on staff or ED of the organization, of course, you will be involved in the implementation and report- 
ing for all grant-funded projects. If you are a freelance grantwriter, your scope of involvement could include 
writing the grant, the thank-you letters, media releases, and perhaps drafts of progress reports with the project 
coordinator. The grantwriter who is not part of the organization, however, should not be involved in project 
implementation ot service delivery. 

AA freelance grantwriter should not write his or her services into a grant proposal. Do not create a line item in 
the budget for reports you intend to write. Do not perform an evaluation of the project even if you are qualified 
to evaluate. By the time the proposal is written, the writer is far too close to provide an objective view of the 
organization's achievement of goals and outcomes. Do not renegotiate terms among the collaborators, even if 
several of them are also clients. Do not become involved in the implementation of a project, even if the non- 


profit organization does nor follow the timeline for work. This is between the nonprofit and the grant funder. 
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In other words, write proposals. Do your best work on every project. Care about the role you play in improv- 
ing your community and the lives of its residents. And be emotionally and financially satisfied with providing 
an important and valued service to all segments of your community. You are nor only grantwriting like a profes- 


sional, you have become a professional grantwriter. 


GLOSSARY 


501(c)(3) 


‘The section of the Internal Revenue Code that designates an organization as charitable and tax-exempt. Organizations qualify- 


ing under this section include religious, educational, charitable, amateur athletic, and scientific or literary groups; foundations; 
organizations testing for public safety; or organizations involved in prevention of cruelty to children or animals. 

Advocacy 

‘The act or process of defending or maintaining a cause or proposal, An organization may have advocacy as its mission (or 
part of its mission) to increase public awareness of a particular issue or set of issues. 

Allocation Grant 

Funding set aside for a specific purpose, such as a line item in the grant budget. 

Annual Report 

A report issued each year by charities to provide donors and prospective donors with information about their income, 
expenditures, programs, and progress. 

Anthropological Evaluation 

An evaluation that uses quantifiable data sparingly. Instead, it relies on extensive stakeholder interviews to capture impor- 
tant information, 

Applicant 


An organization that has submitted a grant request to a foundation, 
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Application Package 
Cover sheets, forms, and directions that are included with guidelines or RFPs. 

Assets 

Holdings in the form of cash, stock, bonds, real estate, etc, In the case of a foundation, assets are generally invested and the 
income is used to make grants. 

Assurances 

Forms that must be signed and submitted to the federal government stating that the organization practices equal opportu- 
nity, has an environmental policy, or agrees to some other requirement of the granting department. 

Audit 

‘An independent examination of the accounting records and other evidence relating to a business to support the expression 
of an impartial expert opinion about the reliability of the financial statements. 

Benchmark 

(1) A standard of reference used for comparison. The performance of a learner is measured against a benchmark, such as 
the performance of an expert. (2) A company’s use of information about other firms in the same industry for comparisons 
and to set standards and goals. 

Bequest 

A gift of assets made at death by an individual through a will or trust. Charities accept bequests in several forms including 
specific sums or assets, a percentage of the revenue of the estate, and contingent bequests. 

Block Grant 

Atype of grant in which the donor government may structure and design an intergovernmental program for a variety 
of purposes. 

Board Member 

A member of an organization's governing board. Also called Trustee. 

Board of Directors 

‘The group of volunteers with the responsibility for governance and supervision of the policies and affairs of the organiza- 


tion, its committees, and its officers. It carries out the purpose of the organization. 


GLossary 


Board of Trustees 

‘The group of volunteers with the responsibility for governance and supervision of the policies and affairs of the organiza- 
tion, its committees, and its officers. It carries out the purpose of the organization. 

Bricks and Mortar 

An informal term indicating grants for buildings or construction projects. 

Budget 

A detailed breakdown of estimated income and expenses that can be used as a tool for projecting revenue and expenditures 
for the ensuing fiscal year. 

Budget Form 

A line item list of items to be funded, including personnel, wages and fringe benefits, projected travel expenses, training, 
etc, Form usually provided by grantor, 

Budget Narrative 

Details pertaining to the budget. It includes explanations and justifications of proposed expenditures, including calcula- 
tions, other sources of funding, distribution of funding, and estimated or actual costs. 

Bylaws 

Rules that govern how an organization operates. 

Capacity 


The abi 


to perform or produce a desired output. 


Capacity Building 
(1) The development of an organization's core skills and capabilities, such as leadership, management, finance and fund- 
raising, programs, and evaluation, in order to build the organization’ effectiveness and sustainability. (2) The process of 
assisting an individual or group to identify and address issues and gain the insights, knowledge, and experience needed to 
solve problems and implement change. 

Capital 

Funding sought to support construction or renovation of a building or its infrastructure, or equipment, 

Capital Campaign 


A drive to raise and collect money/funds that will finance an organization's building or renovation project. 
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Case Statement 

A statement of need or problem, 

Catalog of Federal Domestic Assistance (CFDA) 

A list of government grant programs from all departments. 

Certifications 

See Assurances. 

CEDA Number 

‘The identification number assigned by the federal government to its grant programs. 

Challenge Grant 

Money that is donated to a nonprofit if other donors contribute a predetermined or matching amount. 

Charity 

A nonprofit organization that operates for the purpose of helping/benefiting a certain segment of society. 

Checklist 

Often provided by the funder, this is alist of the components that must be included in the grant proposal, Sometimes the 
checklist is submitted and sometimes it isn't. Check instructions. 

Chief Executive Officer (CEO) 

‘The person who hires, supervises, and evaluates staff and serves as a liaison between staff and board. The chief executive 
officer and the board serve as checks and balances for the organization, Also called Executive Director. 

Cluster Evaluation 

A means of determining how well a collection of projects or programs fulfills an objective. 

Collaboration 

A mutually beneficial and well-defined relationship entered into by two or more organizations to achieve common goals. 
‘The relationship includes a commitment to mutual relationships and goals, a jointly developed structure and shared 
responsibility, mutual authority and accountability for success, and sharing of resources and rewards. 

Collaborative Funding 


A cooperative effort among funders to address a particular need or project more effectively. Collaboration can involve 


information exchange, program or project review, and/or shared funding respons 
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Community Foundation 

A tax-exempt, nonprofit, autonomous, publicly supported, nonsectarian philanthropic institution with a long-term goal of 
building permanent, named component funds established by many separate donors for the broad-based charitable benefit 
of the residents of a defined geographic area, typically no larger than a state. 

Company-Sponsored Foundation 

A private foundation whose assets are derived primarily from the contributions of a for-profit business. While a company- 
sponsored foundation may maintain close ties with its parent company, it is an independent organization with its own 
endowment and, as such, is subject to the same rules and regulations as other private foundations. 

Conditional Grant 

A grant in which the funding will not be released until specific conditions set by the grantmaker are met. 


Conflict of Interest 


A situation in which the private interests of someone involved with an organization could cause him or her to make deci 
sions that are not in the best interest of the organization. 

Constituency 

In the case of grants, most often the beneficiaries of a project or the target population. 

Consultant 

A professional employed on a contractual basis who has expertise in a specific field. He or she is usually employed for a 
special project such as planning or evaluating. 

Corporate Foundation 

‘This type of private foundation receives its funding from the for-profit company whose name it bears, but is legally an 
independent entity. Corporations may establish foundations with initial endowments, then make periodic contributions — 
generally based on a percentage of the company’s profit—to the foundation, or combine both methods to provide the 
foundation's resources. 

Corporate Giving Program 

A grantmaking program established and administered within a for-profit corporation. Corporate giving programs do 
not have a separate endowment; their expense is planned as part of the company’s annual budgeting process and usu- 
ally is funded with pretax income. Corporate giving programs are not subject to the same reporting requirements as 


corporate foundations. 
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Corpus 

‘The original gift and ongoing principal thar forms the asset base from which a foundation or endowment operates. 
Council on Foundations (COF) 

‘A membership support organization that serves foundations. 

Data Universal Numbering System (DUNS) 

A unique nine-character identification number provided by the commercial company Dun & Bradstreet (D&B). It is 
required information for federal grant applications. 

Decline 

Often call a “declination,” the refusal or rejection of a grant request, Some declination letters explain why the grant was 
not made, but many do not. 

Declining Grant 


A multiyear grant that becomes smaller 


sar in the expectation that the recipient organization will increase its Fund- 
raising or income from other sources. 

Deficit Funding 

Funding to cover debt or an unexpected shortfall in the budget. Most foundations do not provide this kind of funding. 


Demonstration Grant 


A grant made to establish an innovative project or program that will serve as a model, if successful, and may be replicated 
by others. 

Determination Letters 

‘The letters provided by the IRS stating that the organization has been determined to be a tax-exempt charitable organiza- 
tion under Section 501(c)(3) and ruling on its public support status under Section 509(a). Many foundations require 
copies of both letters to be submitted with grant proposals. 

Development 

A term used to define the total process of organizational or institutional fundraising, frequently inclusive of public relations 
and (in educational institutions) alumni affairs. 


Direct Costs 


‘The actual costs to operate a proposed project. 
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Diversity 

Full participation by members of many different groups. 

Donor 

An individual or organization that makes a grant of contribution, Also called a Grantor o Benefactor, 

Due Diligence 

‘The investigation process done prior to certain activities, such as recommending a grant, to verify disclosures and 
analyze risk. 

DUNS Number 

Sce Data Universal Numbering System, 

Earned Income 

Money received by an organization in return for the sale of a product or rendered service, 

Effectiveness 

‘The extent to which a program has made desired changes or met its goals and objectives through the delivery of services. 
Effectiveness can be judged in terms of both input and output. 

Endowment 


A permanently restricted net asset, the principal of which is protected and the income from which may be spent. It is 


controlled by either donor restriction or the organization's governing board. 


Ethics 


(1) The moral considerations of the activities of an organization. (2) A system or code of conduct that is based on universal 
moral duties and obligations that indicate how one should behave. It deals with the ability to distinguish good from evil, 
right from wrong, and propriety from impropriety 

Evaluation 

Assesses the effectiveness of an ongoing program in achieving its objectives. Relies on the standards of project design to 
distinguish a program’s effects from those of other forces, and aims at program improvement through a modification of 


current operations. 


Evaluation Plan 


A written document descr 


ing the overall approach or design that will be used to guide an evaluation. It includes what wil 


be done, how it will be done, who will do it, when it will be done, and why the evaluation is being conducted. 
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Executive Director 

‘The person who hires, supervises, and evaluates staff and serves as a liaison between staff and board. The executive director 
and the board serve as checks and balances for the organization. Also called Chief Executive Officer (CEO). 
Expenditure Responsibility 

When a private foundation makes a grant to an organization that is not classified by the IRS as tax-exempt under Section 
501(c)(3), it is required by law to ensure that the funds are spent for charitable purposes and not for private gain or political 
activities. Special reports on the status of the grant must be filed with the IRS. 

Experimental Evaluation 

‘This type of evaluation design uses a control group, double-blind studies, and often, longitudinal work over a period of 
many years. It is related to the scientific evaluation approach bur is even more rigorous. 

Faith-Based Organization 

A nonprofit organization affiliated with a particular church or faith but established as a separate entity. 

Family Foundation 

“Family foundation” is nor a legal term, and therefore has no precise definition. Approximately two-thirds of the private 


foundations in the United States are believed to be family managed. The Council on Foundations defines a family founda- 


tion as a private foundation whose funds are derived from members of a single family. At least one family member must 


continue to serve as an officer or board member of the foundation, and as the donor, that person or his or her relatives 


play a significant role in governing and/or managing the foundation throughout its life. Members decide if they wish to 
categorize their private foundation as a family or independent foundation. In many cases, second- and third-generation 
descendants of the original donors manage the foundation. Most family foundations concentrate their giving locally. 
Federal Register 

See Catalog of Federal Domestic Assistance. 

Fiduciary 

An individual or entity responsible for managing assets for the benefit of others. 

Financial Statements 

Presentation of financial data including balance sheets, income statements, and statements of cash flow, or any supporting 


statement that is intended to communicate an entity's financial position at a point in time and its results of operations for 


a period then ended. Also called financial reports. 


GLossary 


Financial Sustainability 


The abi 


of an organization co develop a strategy of growth and development that continues to function indefinitely, 


Fiscal Agent 

A nonprofit, tax-exempt organization that acts as a sponsor for a project or group that does not have its own tax-exempt 
status. Grants are made to the fiscal agent, which manages the funds and is responsible for reporting back to the grantor 
on the progress of the project. 

Fiscal Management 

Includes basic compliance with IRS regulations and the myriad of federal, state, and local requirements for stafF and pro- 
grams, This also includes the unenforceable, but equally important, ethical practices and stewardship of resources carried 
‘out on behalf of the public. 

Form 990 

‘The IRS form filed annually by public charities. The IRS uses this form to assess compliance with the Internal Revenue 


Code. The form lists organization assets, re 


ipts, expenditures, and compensation of officers. 

Form 990-PF 

‘The IRS form filed annually by private foundations. The IRS uses this form to assess compliance with the Internal Revenue 
Code. The form lists organization assets, receipts, expenditures, compensation of directors and officers, and a list of grants 
awarded during the previous year. 

Formative Evaluation 

A type of process evaluation of new programs or services that focuses on collecting data on program operations so that 
needed changes or modifications can be made to the program in the early stages. Formative evaluations are used to 
provide feedback to staff about the program components that are working and those that need to be changed. Also 
called process evaluation, 

Foundation 


An entity that is established as a nonprofit corporation or a charitable trust, with a principal purpose of making grants to 


unrelated organizations or institutions or to individuals for scientific, educational, cultural, religious, or other charitable 


purposes. This broad defini 


1n encompasses two foundation types: private foundations and public foundations. 
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Fund 

(1) Used variously to denote the vehicle for securing contributions, the goal of a capital campaign, goals of a special 
program or project, or a philanthropic foundation, (2) Asa verb: To give value to a trust, as to fund with securities or cash. 
Funding Cycle 

In most foundations, the period when applications are sought, accepted, and decided upon. Some donor organizations 
make grants at set intervals (quarterly, semiannually, etc.), while others operate under an annual cycle. 

Funding Opportunity Announcement 

A publicly available document by which a federal agency makes known its intentions to award discretionary grants or 
cooperative agreements, usually as a result of competition for funds. Funding opportunity announcements may be known 
as program announcements, notices of funding availability, solicitations, requests for proposals, or other names depending 
on the agency and type of program. Funding opportunity announcements can be found at www.grants.gov and on the 
Internet at the funding agency's or program's website. 

Funding Opportunity Number 

‘The number that a federal agency assigns to its grant announcement. See CFDA Number. 

Funding Priorities 

‘The defining of types of activities a foundation is interested in funding. These are generally set by an assessment of com- 
munity needs and a selection of goals that can reasonably be accomplished with a foundation's resources. 

Funding Round 

A chronological pattern of making grants, reviewing proposals, and grantee notification. Some foundations make grants at 
set intervals (quarterly, semiannually, etc.) while others operate under a continuous cycle. 

Fundraising 

Overall effort by an organization to raise funding, including but not limited to grantsecking, special events, year-end 
requests for support, bequests, and building relationships with major donors, 

General Support Grant 


A grant made to further the general purpose or work of an organization, rather than for a specific purpose or project. 


Gift In-kind 


A donation of goods or services rather than cash or appreciated property. 
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Goal 

A focus of accomplishment supported by a series of objectives needed to realize it or a broadly stated subsidiary result. 
Government Grants 

‘Tax dollars that the government (usually federal or state) redistributed to communities through programs. 

Grant 

An award of funds to an organization or individual to undertake charitable activities. 

Grants.gov 

A storefront web portal for use in electronic collection of data (forms and reports) for federal grantmaking agencies through 
the grants.gov site (www.grants.gov). 

Grants.gov Tracking Number 

A number that is used by geants.gov to identify each application it receives. 

Grant Agreement 

A legally binding written understanding between the grantor and grantee specifying terms for a grant’s expenditure and 
reporting, Foundations may include boilerplate language that prohibits grantees from engaging in lobbying or other advo- 
cacy activities. 

Grant Application 

‘The form that is filled out by one requesting a grant. 

Grant Cycle 

‘The schedule of when grant applications are reviewed, awards are announced, and evaluations are due, 

Grant Guidelines 

A statement of a foundation's goals, priorities, criteria, and procedures for applying for a grant. 

Grant Proposal 

‘The documents (forms and narrative) written and used to apply for funding for a specific project or purpose. 

Grantee 


An organization that receives a grant. 
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Grantee Financial Report 
A report detailing how grant funds were used by an organization. Many corporate grantmakers require this kind of report 


from grantees. A financial report generally includes a listing of all expenditures from geant funds as well as an overall 


organizational financial report covering revenue and expenses, assets, and liabilities. 
Grantor 

‘An organization that awards a grant. 

Grantmaker 

An individual or organization that makes a grant. 

Grantmaking Priorities 

‘The defining of types of activities a foundation is interested in funding. These are generally set by an assessment of com- 
munity needs and a selection of goals that can reasonably be accomplished with a foundation's resources. 

Grantseeker 

A grant applicant, or a responder to a request for proposals. 

Grantseeker Workshop 

A workshop targeted to specific REPs and sponsored by funding agencies to provide additional information about the 
proposal process. 

Grantseeking 

‘The process of reviewing possible funding sources, narrowing the field of likely prospects, and applying for grants. 
Grants Officer 

See Program Officer. 

Grants to Individuals 

‘These awards are given directly to individuals, not through other nonprofit organizations. Many foundations specifically 
exclude grantmaking to individuals. In order to make grants to individuals, a private foundation must have a program that 
has received formal IRS approval. 

Grantwriters Workshop 

A workshop held by an independent business to provide expert assistance in developing your grantwriting skills. 
Grantwriting 


‘The preparation of narrative, budget, and applications for funding, 
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Guidelines 
A statement of a foundation's goals, priorities, criteria, and procedures for applying for a grant. 
Identity Number 


Tax 


ntification or other identity number made to an organization by the federal or state government. 

Impact 

‘The fundamental intended or unintended change occurring in organizations, communities, or systems as a resule of pro- 
‘gram activities, The extent to which the program has made a long-term change in the program participants or in broader 
social conditions. 

Impact Evaluation 

A ype of outcome evaluation that focuses on the broad, long-term impacts or results of program activities. 
Impressionistic Evaluation 

A simple method of evaluation that primarily consists of an informed opinion by a knowledgeable observer; rarely includes 
quantifiable data. 

Independent Foundation 

A nongovernmental, nonprofit organization with funds (usually from a single source, such as an individual, family, or 
corporation), managed by its own trustees or directors, that was established to maintain or aid charitable activities serving 
the common welfare, primarily through grantmaking. 

Independent Sector 

(1) Collectively, nonprofit or tax-exempt organizations that are specifically not associated with any government, govern- 
ment agency, or commercial enterprise, Also referred to as third sector, nonprofit sector, social sector, and civil society 


sector. (2) A coalition of foundations, corporations, and national nonprofit organizations that promotes the values of 


philanthropy, volunteerism, and nonprofit initiative. 
Indirect Costs 
Costs that have been incurred for common or joint objectives of a university or nonprofit organization and the sponsored 


program, and which, therefore, cannot be identified specifically in reference to a part 


ular project, such as building opera 


tions and maintenance, laboratory space, library service, utilities, and administrative services. 
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In-Kind Contribution 

Support, offered by an agency and partners, to a project in the form of such things as staff time, office or other space, 
utilities, volunteer hours, and products. It is a donation of goods or services rather than cash or appreciated property. 
Input 

‘The resources used in a program. 


Interagency Agreement 


A written document outlining roles and responsibilities for collaborating agencies and signed by representatives of 
each agency. 

Intermediaries 

(1) Firms chat act as a link between producers and consumers in a channel of distribution. (2) Firms that make subgrants 
or regrants with grant funds, 

Internal Revenue Service (IRS) 

‘The federal agency with responsibility for regulating foundations and nonprofit organizations and their financial activities 
Learning Organization 

An organization that looks for meaningful solutions, then internalizes those solutions so that it continues to grow, develop, 


and remain successful. Learning organizations incorporate ideas from many sources and involve a v: 


xy of people in 


problem solving, information sh 


ig, and celebrating success. 

Lessons Learned 

‘The process of discovering what happened and why through evaluation, then applying what is learned to improve furure 
performance. 

Letter of Inquiry 


A 


letter outlining a program and its funding needs sent to a foundation to determine if it would be interested in the 
project and would like to receive a full proposal. 

Letter of Intent 

(1) A grantor’s letter or brief statement indicating an intention to make a specific gift. (2) A letter required by some founda- 
tions or government agencies to state the intent of a nonprofit organization to apply for a specific grant, usually in response 


to a request for proposals 
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Letter of Support 
A letter written by a collaborating organization, community leaders, program collaborators, and grantseeking organizations 


in support of the proposed project. 


Leverage 


A method of grantmaking practiced by some foundations, Leverage occurs when a small amount of money 


is given with 


the express purpose of attracting funding from other sources or of providing the organization with the tools it needs to 
raise other kinds of funds. 

Leveraging Funds 

Using a foundation grant as a means of attracting grants from other sources and other types of financial support. 
Lobbying 

Efforts to influence legislation by influencing the opinion of legislators, legislative staff, and government administrators 
directly involved in drafting legislative proposals. The Internal Revenue Code sets limits on lobbying by organizations that 
are exempt from tax under Section 501 (e)(3). Public charities may lobby as long as lobbying does not become a substantial 
part of their activities, Private foundations may neither lobby nor fund lobbying activities. 

Local Government 


A local us 


of government, including specifically a county, municipality, 


city, town, township, local public authority, 
school district, special district, intrastate district, council of governments (whether or not incorporated as a nonprofit 
corporation under state law), any other regional or interstate entity, or any agency or instrumentality of local government. 
Logic Model 

A systemic, visual way to present a planned program with its underlying assumptions and theoretical framework. Itis a flow 
chart that traces how inputs and activities interact to produce outcomes and impacts. 

Longitudinal Study 

An investigation or study in which a particular individual or group of individuals is followed over a substantial period of 
time to discover changes that may be attributable to the influence of the treatment, or to maturation, or the environment. 
Management Plan 


A narrative supporting plans for managing a project. 
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Matching Grant 

(1) A grant or gift made with the specification thar the amount donated must be matched on a one-for-one basis or accord- 
ing to some other prescribed formula. (2) A grant made in response to a challenge grant. 

Matching Support 

Grants made to match funds provided by another donor and paid only if the donee is able to raise additional funds from 
another source, 

Media 

A means of communication, such as newspapers, magazines, film, telephone, radio, television, and the Internet. 
Mission Statement 


(1) The major criterion used by states and the IRS to determine ifthe organization qualifies as a nonprofit. (2) The evaluative mea- 


sure by which a nonprofit organization measures its success, (3) The goal of a nonprofit organization and its programs and servic 


Multiyear Grant 

A commitment by a foundation to provide support for more than one year (typically two to five years) contingent upon 
satisfactory grantee performance. 

Need Statement 

A statement that sets the stage for a proposal by describing your community, the target population, and the grantseeking 
organization and what it does, and other relevant data that supports the need for the project. 

Nongovernmental Organization (NGO) 

‘The United Nation’s term for a nonprofit organization that is not fully funded or controlled by government and that is 
promoting human well-being on a not-for-profit basis. When it exists in only one country, it will be considered a national 
NGO, and when it exists in a number of countries in a region, it will be considered a regional NGO. The organization 
should have a legally established constitution, a clear purpose, and visible activities with a governing body that has the 
authority to speak for its members, It may or may not be affiliated with an international organization. 

Nonprofit 

Generally refers to organizations that work for the public good without a profit motive. The term is misleading because 


the organizations can and should generate surpluses to support their work, 
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Nonprofit Infrastructure 

A collection of nonprofit organizations deemed critical to the healthy social functioning of a specified geographic area. 
Nonprofit Organization (NPO)/Not-for-Profit Organization 

An organization that has tax-exempt status under Internal Revenue Code Section 501 (c)(3) but is not a private foundation 
under Internal Revenue Code Section 509. These organizations are tax-exempt, and contributions to them are tax deduct- 


ible under such Internal Revenue Code Sections as 170, 642, 2055, and 2522. A nonprofit 


governed by a volunteer 
board of directors, operated for public benefit, and its business is not conducted for profit. Organizations of this type are 
said to belong to the nonprofit or third sector. They are neither government (public sector) nor business (private sector). 
Nonprofit Sector 

Organizations that are private, nongovernmental, and seek to serve the public good without the motivation of profit. 
Nonsupplanting Funds 

Funds that may not take the place of operating costs. For instance, if the organization is paying for a staff position, it may 
not, if it is prohibited from supplanting, make the position a grant-funded one, 

Objective 

A significant step toward a goal, or a precise, measurable, time-phased result. 

Operating Budgets 

Budgets associated with the income-producing activities of an organization. The overall allocation of a nonprofie’s 
annual resources. 

Operating Foundation 

A private foundation that uses the bulk of its income to provide charitable services or to run charitable programs of its own. 
It makes few, if any, grants to outside organizations. To qualify as an operating foundation, the organization must follow 
specific rules in addition to the applicable rules for private foundations. The Carnegie Endowment for International Peace 
and the Gerry Trust are examples of operating foundations. 

Operating Funds 

Funds to cover the regular personnel, administrative, and other expenses for an existing program or project. 
Organizational Capacity 


An organization's capal 


y and competence as measured by its ability co fulfill ies mission and programmatic objectives 


through responsible stewardship of organizational plans and resources. 
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Outcome Evaluation 

An evaluation used to identify the results ofa program’s effort. This type of evaluation provides knowledge about the extent 
to which the problems and needs that gave rise to the program still exist, ways to ameliorate adverse impacts and enhance 
desirable impacts, and program design adjustments that may be indicated for the future, 

Outcomes 


‘The measurable results of a project. The positive or negative changes that occur in conditions, people, and policies as a 


result of an organization's or program's inputs, activities, and ourputs. 


Output 


‘The tangible products of a project or program acti 


Output Indicator 


A measure showing the product or ac 


mplishment of the activities of an organization or individual employee over a 
specific period of time. 
Partnership 


Individuals or organizations working together in a side-by-side effort to accomplish a common goal with a shared sense of 


purpose and responsibility for the outcome, 

Pass-Through Foundation 

A foundation that receives monies and makes distributions to donees with lite or no principal remaining with the foundation, 
Passive Grantmaking Approach 

‘An approach taken by a foundation that does not have a strategic plan or designated areas of grantmaking interest, but 
rather accepts and funds unsolicited proposals and never dictates results to grantees 

Payout Requirement 

‘The minimum amount that a private foundation is required to expend for charitable purposes (includes grants and neces- 
sary and reasonable administrative expenses). In general, a private foundation must pay out annually 5 percent of the 
average market value of its assets. 

Performance Measures 

Ways to measure objectively the degree of success a program or employee has had in achieving stated objectives, goals, and 


planned activities. 


GLossary 


Philanthropy 
(1) Voluntary action for the public good. (2) Love of humankind, usually expressed by an effort to enhance the well-being 
of humanity through personal acts of practical kindness or by financial support of a cause or causes. (3) Any effort to relieve 
human misery or suffering, improve the quality of life, encourage aid or assistance, or foster preservation of values through 
gifts, service, or other voluntary activity. 

Pilot Funding 

A grant given to a project for the purpose of carrying out a trial. This will enable the outcomes to be evaluated before any 
further funding or expansion of the project. Pilot projects are often for a duration of one year. 

Positioning 

Placement of a company, its products, or services in a market category or in relation to its competition. 

Preemptory Grantmaking Approach 

‘An approach taken by a foundation that has a rigid strategic plan and designated areas of grantmaking interest, that never 
accepts or funds unsolicited proposals, and always dictates desired results to grantees. 

Preliminary Proposal 

A brief draft of a grant proposal used to learn if there is sufficient interest to warrant submitting a proposal. 
Prescriptive Grantmaking Approach 

‘An approach taken by a foundation that has a rigid strategic plan and designated areas of grantmaking interest, that never 
accepts or funds unsolicited proposals, and always dictates desired results to grantees. 

Private Foundation 

Also known as private charitable foundation, it engages in giving money that comes from a wealthy person, family, or 
corporation to community agencies 

Private Sector 

Also known as the for-profit sector. Organizations and businesses that provide services and products based on market 
demands for a fee with the intention of producing a profit for owners and shareholders. 

Proactive Grantseeking 

In this book, used to describe the process of identifying appropriate matches between programs of funders and nonprofits 


and applying for grants. 
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Pro Bono 

Provision of products or services at low or no cost. Also termed “pro bono publico.” 

Program Activities 

The process, tools, events, technology, and actions that are an intentional part of the program implementation. These 
interventions are used to bring about intended changes or results. 

Program Budgeting 

Budgeting based on individual program needs as opposed to organizational needs. 

Program Capacity 

‘The degree of ability of a program to accomplish its intended purpose. 

Program Evaluation 

‘The measurement of the effectiveness of a specific project or program by a research institute and other program evaluator. 
Program (or Project) Grants 

Funds to support specific projects or programs as opposed to general support grants. 

Program Officer 

A staff member of a foundation or corporate giving program who may do some or all of the following: review and analyze 
grant requests and process applications for the board of directors or contributions committee, and develop and manage 
program strategies. 

Program Related Investment (PRI) 

A loan or other investment (as distinguished from a grant) made by a foundation to another organization for a project 
related to the foundation's philanthropic purposes and interests. 

Programs 

Services, opportunities, or projects usually designed to meet a social need, 

Proposal 

A written application, often accompanied by supporting documents, submitted to a foundation, corporate giving program, 
or government agency in requesting a grant. 

Proposal Writing 


‘The process of creating a written request or application for a grant, gift, or service. 


GLossary 


Public Charity 

A nonprofit organization that qualifies for tax-exempt status under Section 501 (c)(3) of the IRS code and that receives its 
financial support from a broad segment of the general public. Organizations exempt under Section 501(c)(3) must pass 
«a public support test to be considered public charities, or they must be formed co benefit an organization that is a public 
charity. Charitable organizations that are not public charities are private foundations and are subject to more stringent 
regulatory and reporting requirements. 

Public Foundation 

Public foundations, along with community foundations, are recognized as public charities by the IRS. Although they may 
provide direct charitable services to the public as other nonprofits do, their primary focus is on grantmaking, 

Public Support Test 

‘There are wo public support tests, both of which are designed to ensure that a charitable organization is responsive to the 
general public rather than to a limited number of people. One test, sometimes referred to as 509(a)(1) or 170(b)(1)(A)(vi) 
for the sections of the Internal Revenue Code where itis found, is for charities such as community foundations that mainly 
rely on gifts, grants, and contributions. To be automatically classed as a public charity under this test, organizations must 
show that they normally receive at least one-third of their support from the general public (including government agencies 
and foundations). However, an organization that fails the automatic test still may qualify as a public charity if its public 
support equals at least 10 percent of all support and it also has a variety of other characteristies—such as a broad-based 
board—that make it sufficiently public. The second test, sometimes referred to as the Section 509(a)(2) test, applies to 
charities, such as symphony orchestras or theater groups, that get a substantial part of their income from the sale of services 
that further their mission, such as the sale of tickets to performances. These charities must pass a one-third/one-third test. 
‘That is, they must demonstrate that their sales and contributions normally add up to at least one-third of their financial 
support, but their income from investments and unrelated business activities does not exceed one-third of support. 
Qualified Report 


‘The auditors’ report, qualified or unqualified, is based on reporting standards established by the American Institute of 


Certified Public Accountants (AICPA). It should state whether, in the auditors’ opinion, the financial statements and notes 


fairly represent the financial position of the organization in accordance with generally accepted 


wunting principles. In 
certain circumstances, the auditor may be unable to render an unqualified opinion on the financial statements, in which 


case either a qualified or adverse opinion would be issued or the auditor may disclaim an opinion, In a qualified report, a 
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separate explanatory paragraph should be included as to the reasons for the qualification. The SEC will generally not accept 
an auditors’ report, which is qualified as to either audit scope or the accounting principles used. An audit opinion may also 
be modified due to going uncertainties. 

Qualitative Evaluation 

Mainly concerned with the properties, the state, and the character (ie., the nature) of phenomena. It implies an emphasis 
‘on processes and meanings that are rigorously examined, but not measured in terms of quantity, amount, or frequency. 


Quantitative Evaluation 


Involves the use of numerical measurement and data analysis based on statistical methods, It is an assessment process 

that answers the question, “How much did we do?” 

Query Letter 

A brief letter outlining an organization's activities and its request for funding. Such letters are sent to a potential funding 
agency to determine if it would be appropriate to submit a full grant proposal or application. Many funding agencies prefer 
to be contacted initially in this way prior to receiving a complete proposal. See also Letter of Inquiry. 

Reactive Grantsecking 

In this book, used to describe the process of responding to a request for proposals. 

Regional Associations 

Intermediary organizations that provide services to a common type of organization in a defined region. Regional associa- 
tions generally provide services such as technical assistance, professional development opportunities, and networking, 
Regional Associations of Grantmakers 

Membership organizations for foundations that provide their members with education, networking, and services, and 
represent the interests and concerns of foundations with policymakers. 

Request for Proposals (RFP) 

A document outlining the types of projects the funder is interested in funding, the criteria a potential applicant must meet 
in order to qualify for the grant, and the directions for submitting your proposal. 

Religious Organizations 

According to the IRS, organizations that are not churches but are typically entities whose principal purpose is the study or 


advancement of religion. 


GLossary 


Research Grants 

Grants awarded to institutions to cover costs of investigation and clinical trials. Research grants for individuals are usually 
referred to as fellowships. 

Review Criteria/Evaluation Criteria 

Guidelines or the rubric used by judges to judge the strengch and value of a proposal and how that proposal will meet the 
grantor’s objectives. 

Review of Literature 

Review of research on a topic or issue, cited, and stated to support the ease for a grant application and the reason that model 
of service was selected; required by federal departments and some medical funders. 

REP 

Sce Request for Proposals. 

Scholarship 


Any activity of critical, systematic investigation in one or more fields and the submission of one’s findings for 


professional peers and the public through published writings, lectures, or other modes of presentation. 
Scholarship Fund 

A fund established by donors specifically interested in promoting education, Scholarships may support any level of educa- 
tion and can be directed toward students attending a particular school, studying a particular field, or coming from a 
geographical area. 

Scientific Evaluation 

An evaluation approach that relies mainly on quantifiable data with rigorous and replicable analytical methods. 

Sector 

A distinct part or division of the economy. We commonly divide the economy into three sectors: private (business), public 
(government), and nonprofit (or voluntary) sector. 

Seed Funding 

Funding that assists with the establishment phase of a project. This is generally given to a small project at an early stage of 


its development before the total concept has been formulated. 
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Seed Grant 

A grant or contribution used to start a new project or organization. Seed grants may cover salaries and other operating 
expenses of a new project. 

Self-Assessment 

‘The process of evaluating one’s own organizational or personal effectiveness. The term is sometimes recommended for 
restriction to processes that are focused on quantitative and/or testing approaches. 

Site Visit 

A grantmaker’ visit to the physical location of an applicant or grantee to meet with the grantee's staff, board members, and/ 
or clients. With current grantees, it may be used as an informal evaluation. 

Staff 

‘The personnel who carry out a specific enterprise, 


Standard Form 424 (SF424) Series Forms 


Standard government-wide grant application forms including: SF424 (Application for Federal Assistance cover page); 
SF424A (Budget Information Non-construction Programs); SF424B (Assurances Non-construction Programs); SF424C 
(Budget Information Construction Programs); and SF424D (Assurances Construction Programs), plus named attach- 
ments including Project Narrative and Budget Narrative. 

State 

Any of the several states of the United States, the District of Columbia, the Commonwealth of Puerto Rico, any territory 
or possession of the United States, or any agency or instrumentality of a state exclusive of local governments 

State Single Point of Contact (SPOC) 

‘The person or office in your state that catalogs who has applied for what grants and assists grantwriters by responding to 
questions during the application process. 

Start-Up 

Organizations or programs in the formative stage. 

Start-Up Funding 


Funding that as 


1s with the establishment phase of a project or organization. This is generally given to a small project at 
an early stage of its development before the total concept has been formulated or any plan for future expansion is made, 


‘The idea is to nurture a project’s beginning, 
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Stewardship 
‘The guiding principle in philanthropic fundraising is stewardship. Ic is defined as the philosophy and means by which an 


institution exercises ethical accountability in the use of contributed resources and the philosophy and means by which a 


donor exercises responsibility in the voluntary use of resources. 

Summative Evaluation 

An evaluation of the outcomes of the project. It is designed to present conclusions about the merit or worth of an interven 
tion and recommendations about whether it should be retained, altered, or eliminated. 

Support Letters 

Letters indicating contributions or support for grant applications. 

Supplies 

(1) All personal property excluding equipment, intangible property, and debt instruments. (2) Inventions of a contractor 


conceived or first actually reduced to pra 


ce in the performance of work under a funding agreement. 
Sustainability 

‘The ability of an organization to develop a strategy of growth and development that enables it to continue to function 
indefinitely. 

Sustainability Plan 

Applicant’s plan for raising money thar will continue a program after the original grant expires. 

Tax-Exempt 

Refers to organizations that do not have to pay taxes such as federal or state corporate tax or state sales tax. Individuals who 
make donations to such organizations may be able to deduct these contributions from their income tax. 

‘Tax-Exempt Organizations 

Organizations that do not have to pay state and/or federal income taxes. Organizations other than churches seeking recog- 
nition of their status as exempt under Section 501 (c)(3) of the Internal Revenue Code must apply to the Internal Revenue 
Service, Charities may also be exempt from state income, sales, and local property tax. 

‘Technical Assistance Grant 

A grant or in-kind contribution for management assistance to help a nonprofit organization operate more effectively. 


Accounting, consulting, financial planning, fundraising, and legal support are some common types of technical assistance. 
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Theory of Change 

Highlights the underlying assumptions, beliefs, and theories about creating change. 

Third Sector 

A modern substitute for voluntary or nonprofit sector. It usually refers to all organizations that are not part of the business 
or government sectors. It could include unions, churches, clubs, associations, fundraising charities, self-help groups, grant- 
making trusts and foundations, community organizations, pressure groups, ete. 

Tipping 

When a grant is made that is large enough to significantly alter the grantee’s funding base and cause it to fail the public sup- 
port test, it “tips” out of nonprofit status. This would result in the grantees conversion to a private foundation and would 
be detrimental to both grantor and grantee, It would also require expenditure responsibility on the part of the grantor. 
Trustee 

A member of an organization's governing board. 

Unqualified Report 

‘The standard unqualified financial report is regarded as a clean bill of health. The auditor made no exceptions and inserts 
no qualifications in the report. An unqualified opinion can only be expressed when the independent auditor has formed 
the opinion on the basis of an examination made in accordance with generally accepted accounting principles, applied in a 
consistent basis, and including all informative disclosures necessary to make the statements not misleading, 
Unsolicited Proposal 

A proposal sent to a foundation without invitation or prior knowledge on the part of the foundation. Some foundations 
will not accept unsolicited proposals or applications. 

Vision Statement 


‘The ideal future the organization is striving to achieve. 


ONLINE RESOURCES 


Primary Grant Opportunity Search Sources 


+ 


+ 


+ 


wwwegrants.gov (federal grants) 
www.foundationcenter.org (foundation grants) 


www.guidestar.org (foundation financial information) 


Nonprofit Support Organizations (National) 


+ 


‘The Alliance for Nonprofit Management, wwwallianceonline.org 
Center for Excellence in Nonprofits, www.cen.org 

Center on Philanthropy, www.philanthropy.iupui.edu 

Council on Foundations, www.coforg 

Executive Service Corps, www.escus.org 

Independent Sector, www.independentsector.org 

National Council of Nonprofit Organizations, www.ncna.org 
National Center for Charitable Statistics, http://necs.urban.org 
Society for Nonprofit Organizations, www:snpo.org 


Urban Institute, www.urban.org, 
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Support for Grantwriters 


American Grant Writers’ Association, www.agwa.us 
Association of Fundraising Professionals, www.nsfre.org, 
Grant Professionals Association, http://grantprofessionals.org 
‘The Foundation Center, www.foundationcenter.org 

‘The Grantsmanship Center, www.tgei.com 


Message Board (Philanthropy News Digest), htep:]/members4.boardhost.com/PNDralk 
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grantwriting craft, 125-126 
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Action steps, 84 
Active voice construction, 122 
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grantwriting in different fields on nonprofit practice, 188-192 
sample grant proposal, 189-193 
Association of Small Foundations, 35 
Assurances and federal grants, 140 
Audience, 7 
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Basics and beyond, 101-120 
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constituent involvement, 111 
interagency agreements, 103-105 
literature review, 111 
logic models, 116-120 
management plans, 106-107 
operational history, 114-115 
similar programs/agencies, 108-110 
staff qualifications, 108 
sustainability plans, 112-113 

Beautification items, 133 

Benchmark grid sample, 249 

Binders and dividers, 132 

Block grants, 7 

Board roster, 117 

Budget 
balancing, 97 
clarify rules about changes, 246 
formats, 96 
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forms, 98, 138 
grantmakers, 99 
grant proposal core components, 94-101 
meeting funder instructions, 96 
Budget narrative 
grant proposal core components, 94-101 
sample, 100 
Building business as professional grantwriting, 261-265 
Bylaws, 119 


Cc 
Capacity-building grant 
appropriate funding sources, 160 
proposals individualized by type of project, 160-164 
sample proposal, 162-164 
strategies, 161 
Capital grant 
funding sources, 146 
proposals individualized by type of project, 146-154 
sample proposal, 149-155 
strategies, 146-147 
Catalog of Federal Domestic Assistance (CFDA), 5, 8 
Challenge grant, 155, 
proposals individualized by type of project, 155-159 
sample proposal, 157-160 
strategies, 156 
Character count for proposal, 131 
Collaborative organizations and roles, 102 
Collaborators and communication, 57-58 
Color in proposals, 133 
Communicating with collaborators, 57-58 
Community Development Block Grant (CDBG), 7 
Community foundations, 6 
Community involvement, 55 
Completeness, 129 
Constituent involvement, 111 
Copies, 133-134 
Corporate foundations, 33 
Costs parsing direct and indirect, 95 
Cover letter 
grantwriting, 125-126 
sample, 126 
Cover sheets, 135 


D 

Deadlines schedules, 62-63 

Decision timeline, 233 

Demonstration project, 172 
appropriate funding sources, 172 
proposals individualized by type of project, 172-177 
sample proposal, 173-178 
strategies, 172 

Dividers and binders, 132 

Draft reviewing, 64 

Due diligence and waiting, 229-230 

Duplication of services, 110 


E 
-applications, 141 
Economic development organizations 
concept paper, 225-228 
grantwriting in different fields on nonprofit practice, 224-228 
Educational institutions 
grant sample proposal, 196-202 
grantwriting in different fields on nonprofit practice, 195-201 
Grants, 141 
Email communications, 44 
Employees and freelancers, 258 
Environmental organizations 
grant sample proposal, 221-224 
grantwriting in different fields on nonprofit practice, 220-223 
Evaluation 
grant proposal core components, 87-93 
internal or external, 89 
sample, 91-93 
types, 89 
Executive summary 
grant proposal core components, 73-74 
sample, 74 
Expenditure responsibility, 2 
External evaluators, 91 


F 
Faith-based and community organizations (FBCO), 6 
Faith-based organizations 
grant proposal sample summary, 219-220 
grantwriting in different fields on nonprofit practice, 218-219 
Family foundation, 32 
Federal grants assurances, 140 
Federal Register, 5, 8 
‘rst person narration, 123 
502(c)(3) status, 2 
Forms for grantwriting, 134-140 
Foundation(s) 
attachments, 140 
categories, 31 
decision timeline, 233, 
defined, 29 
giving history, 35 
grantmaking asset size, 34 
growth and giving trends (2010), 33, 
and intermediary RFPs, 10-11 
non-negotiables, 51-52 
proactive grantsecking, 31-35, 51-52 
program arena, 35 
REPs, 6 
roles in relationships, 42 
sample budget form, 98 
sample common grant application, 69-71 
sample cover sheets, 136 
search for, 36 
small, 35 
staffing, structures or programs change, 238-240 
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support organizations, 37-38 
Foundation Center, 10, 37 
email notice, 11 
Framework 
following directions, 64-65 
outlining proposal, 65 
Freelancers and employees, 258 
Freelance writer marketing skills, 264 
Funding 
expanding search, 235 
long-term strategies, 113 
multiyear, 55 
mythology, 32 
Funding sources 
capital grant, 146 
demonstration project, 172 
operations grant, 178 
special populations project, 182-183 
sustainability grant, 165, 
Fundraising 
and grantwriting, x, 257 
state laws for professional, 259 
strategy for nonprofit organization, 29 


G 
Goals, 81, 86 
Government request for proposals, 5-6 
locating, 8-9 
Government service grant sample proposal, 216-218 
Grammar, 124 
Grant(s) 
awarded sample news release, 243-245 
defined, 1 
denied, 253-256 
funds defined, 3 
organizations making, 34 
paper selection, 131 
proactive grantseeking, 30 
qualifiers defined, 1 
received or awarded, 241-245 
requesting reviewer notes, 254 
types, 34 
Grant agreements, 246-248 
awarded less, 248 
sample, 245-248 
Grant applications 
fitting information into spaces provided, 141 
PDF files, 141 
prewriting activi 
sample, 69-71 
sample checklist, 130 
Grantmakers, 14 
budgets, 99 
grant funds defined, 3 
grant proposals defined, 1 
grant qualifiers defined, 1 


ies, 68-72 


grants defined, 1 
grantsecking approaches, 4 
grant writers defined, 2 
proposal analysis, 75 
Grantmaking 
guidelines, 38-41 
public charities, 34 
reading, 38 
sample, 38-41 
searching for potential sources, 39 
Grant proposals 
agreements, 246-248 
budget and budget narrative, 94-101 
components, ix 
core components, 73-101 
defined, 1 
denied, 253-256 
evaluation plan, 87-93 
executive summary or abstract, 73-74 
letters of support, 58 
narrative instructions, 13-15 
organizational stability and sustainability, 230 
partners, 230 
percentage that foundations fund, 30-31 
programs, 231 
progress reports, 249-252 
project description, 79-85 
questions, 230-231 
received, 241-245 
recycling, 233-235 
results, 241-256 
sample narrative outlines, 66-67 
sample project description narrative, 86 
statement of need or problem, 75-78 
track record, 230 
Grantseekers, 1-4 
approaches, 4 
mistakes, 235, 
reactive vs. proactive, ix 
workshops, 25 
Grants officer 
encouragement vs, promise, 253 
follow up, 232 
preproposal interviews, 43-44 
question, 232 
Grantwriters 
client benefits, 265 
communicating with collaborators, 57-58 
defined, 2 
carning potential, 260 
essential qualities, 134 
and fundraisers, 257 
role in responding to REPs, 15 
skills, 12 
specialists and generalists, 259-260 


state focused school breakfast challenge grant, 261-263 
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transferable skills, 265 

Grantwriting 
arts organizations, 188-192 
chasing dollars vs. making matches, 267 
cover letters and abstracts, 125-126 
craft, 121-144 
decade of change, 2-3 
different fields on nonprofit practice, 187-228 
economic development organizations, 224-228 
‘educational institutions, 195-201 
environmental organizations, 220-223 
faith-based organizations, 218-219 
fess, 267 
forms, 134-140 
vs, fundraising, x 
with integrity, 266-267 
local government and services, 215-217 
marketing skills, 264 
medical service organizations, 193-194 
presentation, 129-133 
professional, 257-270 
proposal submissions, 141-144 
relationships, 266 
sample schedule of tasks, 63 
social/human service organizations, 210-214 
teamwork in proposal review, 127-128 
technology organizations, 202-209 
writing well, 121-124 

Graphics and proposals, 133 

Guidestar.org, 237 


H 
Human service organizations 
grant sample proposals, 211-214 
grantwriting in different fields on nonprofit practice, 210-214 


I 
Independent foundation, 32 
Integrity in professional grantwriting, 266-270 
Interagency agreements 
basics and beyond, 103-105 
sample, 104-106 
Interim progress or setbacks reporting, 232-233 
IRS determination letter, 119 
IRS form 990, 118, 237 


L 
Letters of inquiry (LOI), 16, 44-50 
sample, 45-50 
Letters of intent, 16-17 
Letters of support 
grant proposal, 58 
sample, 59-60 
Literature review sample, 112 
Local government and services grantwriting, 215-217 
Local Law Enforcement Block Grant (LLEBG), 7 
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Logic model, 90 
sample, 116 
Long-term strategies for funding, 113 


M 
‘Management plans, 107 
Marketing skills, 264 
Media release 
organization, 242 
sample, 243-245, 
Medical service organizations 
grant sample proposal, 194-195 
grantwriting in different fields on nonprofit practice, 193-194 
Multiyear funding, 55 


N 
Narrative 
describe organization strategies, 80 
order, 75 
Navigating foundation staffing, 41-50 
Need statement, 79 
New health foundation, 32 
News release 
organization, 242 
sample, 243-245 
Nonprofit organizations, 6 
fundraising strategy, 29 


oO 
Objectives, 81-82, 86 
achieving, 84 
ys, outcomes, 83 
Operating foundations, 33 
Operations grant 
appropriate funding sources, 178 
proposals individualized by type of project, 178-181 
sample proposals, 180-182 
strategies, 179 
Organi 
history sample, 115 
media release, 242 
stability and sustainability, 230 
Outcomes 
taxonomy, 117 
vs.objectives, 83 
Outlining proposal framework, 65 


ion 


Pp 

Page count for proposal, 131 

Pagination, 132 

Percentage that foundations fund, 30-31 

Photos and proposals, 133 

Planning, 53-60 
community involvement, 55 
identifying and involving other organizations, 56-60 
sustainability planning, 53-54 
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Political correctness, 124 
Preproposals, 18 
interviews and grants officer, 43-44 
requirements, 16-24 
Presentation and grantwriting craft, 129-133 
Prewriting activities, 61-72 
common grant applications, 68-72 
framework, 64-67 
process planning; 61 
reviewing drafts, 64 
scheduling to meet deadlines, 62-63 
Private foundation, 31 
Proactive grantseeking, 29-52 
creating strategy, 36-40 
defined, 4, 29 
foundations, 31-35, 51-52 
making grants, 30 
navigating foundation staffing, 41-50 
non-negotiables, 51-52 
proposal principles, 51 
Professional grantwriting, 257-270 
building business, 261-265 
integrity, 266-270 
self-examination, 257-260 
Program officer, 123, 
using email communications, 44 
Program-related investment (PRI), 4 
Progress reports 
grant proposal results, 249-252 
sample, 251-252 
Project description 
grant proposal core components, 79-85 
narrative sample, 86 
sample, 80, 84, 87 
Project types, 145 
Proposals 
analysis, 75 
capacity-building grant, 160-164 
capital grant, 146-154 
challenge grant, 155-159 
demonstration project, 172-177 
individualized by type of project, 145-186 
operation grant, 178-181 
page counts, word counts, and character count, 131 
sample, 19-24 
special population project, 182-186 
submissions, 141-144 
sustainability grant, 165-171 
Public charities, 34 
Punctuation, 124 


R 
Reactive grants, 4 
Reactive grantseeking, 5-28 
defined, 5 
grantwriter’s role in responding to REPs, 15 


identifying and involving other organizations, 56-57 
learning more, 25-28 
making grants, 5-6 
preproposal requirements, 16-24 
REP, 8-14 
winning proposals, 7 
Recycling grant proposals, 233-235 
Regranting request for proposals, 6 
Request for proposals (REP), 4 
ceiling amount on grants, 96 
deadline, 12 
cligibility criteria, 11 
following directions, 15-16 
foundation, 6 
funding limits, 12 
match requirements, 12 
number of grants, 12 
organizational descriptions, 76 
project purpose, 11 
reactive grantseeking, 8-14 
reading and analyzing, 11-12 
using data, 76-77 
Responsive programs, 17 
Return on investment, 97 
Review 
criteria, 127, 
sample comments, 255 
Rubric sample, 128 


Ss 
Self-examination for professional grantwriting, 257-260 
Sethack reporting, 232-233 
SF424 
budget form sample, 138-139 
cover sheet sample, 137 
Shipping, 141, 142 
Site visits 
preparation, 231 
tips, 232 
Social/human services 
organizations, 210-214 
sample grant proposals, 211-214 
Speaking with authority, 124 
Special population project 
appropriate funding sources, 182-183 
proposals individualized by type of project, 182-186 
sample proposals, 184-185 
strategies, 183 
Spelling, grammar, and punctuation, 124 
Staff qualifications 
basics and beyond, 108 
sample, 109 
Stakeholders defined, 56 
Statement of need 
grant proposal core components, 75-78 
sample, 78-79 
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Style tips, 125 
Support organizations, 37-38 
Sustainability grants 
appropriate funding sources, 165 
example of plan, 113 
planning, 53-54 
plans and basics, 112-113 
proposals individualized by type of project, 165-171 
sample proposal, 166-171 
strategies, 165 


T 

‘Taxonomy of outcomes, 117 

‘Technology grant 
organizations, 202-209 
sample proposal, 203-209 

‘Terms, 122 

‘Theory of change, 90 

‘Third person narration, 123 

‘Timeline sample, 84 

‘Typography, 129 


Ww 

Waiting, 229-240 
continuing research, 236-237 
due diligence, 229-230 
foundation staffing, structures or programs change, 238-240 
government administrations change, 238 
recycling grant proposals, 233-235 
site visits, 231-232 

Word counts for proposal, 131 

Working in cloud, 64 

Writer 
marketing skills, 264 
speaking with authority, 124 
will/would, 124 

Writing well, 121-124 
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Foundations Department and as lead consultant and faculty for The Grantmaking School, Works had in-depth 
conversations and interviews with people from literally hundreds of foundations. She developed and translated 


the knowledge from this and other research into practical training and planning tools. 


GET THE FUNDING 
YOU NEED! 


Grant writing is an intricate process, and any bits of misinformation or formatting errors 
can be the deciding factors when it comes to allotting money. The Complete Book of Grant 
Writing is a must-have reference if you're seeking funding through grants—-government 
grants, foundation grants, specialty grants, and more. Professional grant writer Nancy 
Burke Smith and philanthropy consultant and grant maker E. Gabriel Works unveil the 
secrets behind how to find and successfully apply for grants. 
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grant proposals, 
letters of inquiry, 
support letters, 
concept papers 
and more! 
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